CURRICULUM VITAE
             MAKHADO EDZISANI 
                              Personal details 					
Gender: Female 
Email Address: edzisanisoso98@gmail.com 
Contact Details:0762152376
Physical Address: 16278 Orange Farm Ext Phase 2
Driver’s Licence: Code 10 with PDP

                                                       Education					
Attended at     Sedibeng Tvet College 
Course		National N Diploma in Management Assistant
 Subjects          Office Practice,Computer Practice ( Ms Word, Ms Excel, Power Point), 
                           Information Processing, Communication, Public Relations. 
 Year	              2021

High School	Willowmead Secondary School
Completed	Grade 12
Year	2015

                                                     Objectives					
· Good communication, Good customer service
· Computer literate
· Versatile, Pay attention to details
·  Accuracy and Punctuality 
· Admin skills, Problem solving
·  Ability to work independently and as a team 
                                               Work Experience 						
Company:	Scientific Engineering 
Duration:	3 years 
Year:		January 2023 to date
Position:	Administrative Clerk 
Duties:	              
· Maintaining a friendly customer service at all times. 
· Attending to customer queries and resolving complaints .
· Liasing with HR or payroll department for accurate processing. 
· Maintaining attendance, leave and employee records.
· Coordinating maintenance, repairs and service providers. 
· Preparation of documents, reports and correspondence. 
· Managing stationery and general supply stock, placing orders when required. 
· Assisting with printing, filing and document delivery.
· Supporting the Store manager and accounts department with collection of quotes and invoices. 	
                                                     References						
	NAME
	COMPANY
	DESIGNATION
	CONTACT DETAILS

	 Ms Mukwevho 

  Mr Mthimunye
	Scientific Engineering 
Scientific Engineering 
	  Office Manager 

   Supervisor 
	067 943 5899 

082 846 3141



	DECLARATION

	All the information and experience is true and in line with my qualification, If you need any further information, Please do not hesitate to contact me via my contact details.







