Nomfundo Ngiba

Personal Details
Date of Birth	: 1996/08/04
Gender	: Female
Nationality	: South African 
Address         : : 22A Roosevelt Road, Padfield Park, Pinetown 3610
Contact	: 0739700627 • ALTERNATIVE • 0722584463
E-MAIL 	: Nomfundongiba@icloud.com 
 
 
 
PROFILE

Nomfundo is a responsible and reliable Administration Assistant   with two years and 4 months  progressive experience. She regards herself as highly skilled in Data Capturing. She pays attention to detail, has strong communication skills and is always willing to go the extra mile to ensure satisfactory service delivery. She considers herself as a person who works efficiently independently as well as collaboratively. Nomfundo is a determined young woman who seizes any opportunity presented to her and also completed an In-service Training as part of her Diploma requirement, at Kwadukuza Municipality (Finance Department in 2018. She is dedicated, disciplined, hardworking and reliable.

 
ACHIEVEMENTS
	 	 	 	     	 	 	              
Academic Award- Diligence in First Additional Language
 Obtained a Distinction in Legal Practice II


EDUCATION 	 

2015	Inanda Seminary High school  
	 	 	 	 	 	 	 	 	 	 	 
			Matric - National Senior Certificate
 

2018 	Durban University of Technology  
	 	 	 	 	 	 	 	 	 	 	 
		Diploma - Office Management and Technology
 
 
Technical Skills

Moderate MS Excel
Intermediate MS PowerPoint 
Proficient MS Word 



INDUSTRY RELATED EXPERTISE KNOWLEDGE & SKILLS

· Advanced computer knowledge and navigational skills 
· Filing Moderate skills 
· Ability to prioritize work load and work independently 
· Data Capturing
· Strong verbal and written communication skills
· Ability to work quickly and effectively with attention to detail, handle all types of     situations and meet deadlines. 
· Compile minutes of meetings
· Scheduling of Appointments
· Office Administration Bring a can-do attitude to work every day.
· Willingly assist co-workers with projects.
· Great Work Ethic (puts company’s needs ahead of personal ambition)
· Ability to perform duties with minimal supervision or guidance
· Ability to listen and comprehend instructions.
· Ability to work independently while recognizing the need to be part of a team.



WORK EXPERIENCE 	 


Working period	: January 2019-December 2019
Company		: Vuka Belele Security        
Position		: Administration Assistant  
Reason for Leaving	: Career Growth
 	
Responsibilities:
  
· Responsible for handling inquiries and providing information; primary point of contact with the customer
· Filing tasks 
· Resolve customer and client queries received via Telephone and Email
· Scheduling of Appointments
· Compile minutes of meetings
· Resolves issues raised by the customer quickly and efficiently
· Captures, enters and reports data accurately.
· Strong attention to detail accuracy and accomplishes job task in a timely manner.


Working period	: March 2021-To date
Company		: Lifestyle SuperSpar Ballito       
Position		: Administration clerk  
Reason for Leaving	: Career Growth

Responsibilities:

· Capture, enter and reports accurately.
· Filing moderate skills.
· Resolve customer queries. 
· Price check (maintain all store product prices within the Grocery department).
· Processing store invoices and Claims.




REFERENCES  
 
Mr Sanele Mbewa			:  Vuka belele Security
Relationship				: Director
Tel. Number				: 074 361 1266


Mrs. Cindy Moodley       		: KwaDukuza Municipality
Relationship				: Supervisor
Tel. Number				: 032 437 5537



Mr. Vinolan Moodley                           : Lifestyle Superspar
Relationship                                        : Supervisor
Tel. Number                                        : 032 946 8821




 

