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Tshepo Buthane

PERSONAL DETAILS

Surname:

Buthane

Full Names:

Tshepo Abram

ID nr:


790805 5357 088

Driver’s license:
C1 / Code 10

Health:

Good

Home language:
Sepedi

Other languages:
English, Afrikaans, Zulu, Xhosa, Tswana

Physical Address:
104 Meintjieskop, 505 Edmund Street, Arcadia, PRETORIA, 0083

Home Address: 
1571 Zone A, Lebowakgomo, Limpopo, 0745
Postal Address:
PO Box 12367, The Tramshed, PRETORIA, 0126
Contact details:

Cell: 


+27 72 781 0757/+27 74 939 0863

    Work:

               012 – 319 3470
Email:  

tshepo.buthane@gpaa.gov.za / nkgobane05@gmail.com
ACADEMIC QUALIFICATIONS

· HARRY OPPENHEIMER HIGH SCHOOL. Matriculated in 1997
Subjects and Level:

English

 
HG

Biology



HG
Afrikaans

HG

Physical Science


SG
Northern Sotho

HG

Agricultural Science

SG

Mathematics

HG
· MANCOSA – Bachelor of Business Administration
Level 1 – 120 Credits
Semester 1 Passed Modules: 
· End user Computing 
· Business Mathematics 
· Introduction to Business Management (Business Management 1A)
· Economics 1A 

Semester 2 Passed Modules:

· Business Communication

· Financial Reporting and Analysis
· Introduction to Functional Arears of Management (Business Management 1B)
· Economics 1B
Level 2 – 120 Credits
Semester 1 Passed Modules:
· Fundamentals of Human Resource Management
· Business and Society
· Organizational Leadership (Business Management 2A)
· Management Accounting
Semester 2 Passed Modules:
· Business Statistics
· Information Systems
· Entrepreneur and Small Businesses (Business Management 2B)
· Marketing

Level 3 – 120 Credits
Semester 1 Passed Modules: 
· Ethics and Conflict (Business Management 3A)
· Organizational Diversity (Business Management 3B)
· Financial Planning and Control
· Global Business and Strategy
Semester 2 Passed Modules: 
· Project Management (Business Administration 3C)
· Operations Management for Sustainability (Business Administration 3D)
· The Business Environment and Ethics (Business Management 3C)
· Strategic Management Practices (Business Management 3C)
· UNIVERSITY OF SOUTH AFRICA(UNISA)

Qualification obtained:
· Certificate - Program in Office Management (60 Credits)
Passed modules:
· The business and office environment

· Information management

· Office finance

· Communication in the office


· DAMELIN MANAGEMENT SCHOOL

Qualification obtained:
· Certificate in Sales and Marketing Management

· Diploma in Bookkeeping

· Diploma in Practical Accounting 

· Certificate in Computerized Accounting (ACCPAC)

Major Subject:

· Accounting
· COMPUTER LITERACY:
Windows, Microsoft Word, Microsoft Outlook, Microsoft Excel, Microsoft Power point, Microsoft Access, Internet Explorer.
CURRENT EMPLOYMENT
NATIONAL TREASURY – GOVERNMENT PENSIONS ADMINISTRATION AGENCY
 Job description: Senior Admin Officer–EB Operations (2016/12 - Current)
Team Leader/Supervisor 
· Manage sorting and screening of incoming claims and correspondence.  

· Manage qualification and preparation of new incoming cases.
· Manage programming of work to payment processors and checkers/confirmers.
· Implement controls, work plans and manage production to ensure individual daily targets as well as strategic targets are met.
· Manage and authorize the payment of all the second and third pension (spouses, 5-year balances, recalculations, re-distributions, orphans/child and IOD pensions).
· Manage the maintenance and the implementation of annual pension increments.
· Manage the quality assurance on all pension benefit claims and payment.
· Verify and ensure that pension benefits are accurately paid to the rightful beneficiaries.
· Provide interpretation advice on the application of the Rules of the Fund.
· Investigate and report on all risks and financial indicators and implement litigation thereto.
· Manage the prescribed pension fund processes related to payments of benefits.
· Interpretation and application of applicable directives, policies, legislation and Standard Operating Procedures.
· Verify and authorize arrears and overpayments before payment is finalized.
· Authorize and approve debts to be loaded against beneficiaries.
· Authorize and approve the percentage of benefit to be allocated to each beneficiary.
· Responsible for the continuous update of SOP’s and ensure the implementation thereof.
· Responsible for the finalization and submission of the daily, weekly & monthly productivity reports.
· Ensure compliance with all audit and risk control requirements within the unit.
· Provide information/audit response to internal and external auditors.
· Attend to queries and complaints from stakeholders/clients.
· Supervision of records, correspondence and attending to escalated enquiries.
· Attend to complex issues relating to payment of benefits and customer complaints.
· Maintain discipline in the unit.


· Ensure that employees are equipped with the required skills and resources to perform optimally.
· Develop and maintain good relations with internal and external stakeholders.
· Effective management of staff performance.
· Evaluate and monitor performance and appraisal of staff.
· Supervise staff development and training.
· Effective communication to staff.
· Manage the escalated enquiries from the internal and external stakeholders.
· Implement effective controls to ensure staff is accountable for decisions made and work performed.
· Acting Assistant Director (ASD) 
· Ensue the daily implementation of the Operational Business Plan for EB Pensioner Maintenance section.
· Ensure the timeous and accurate processing and authorization of pension Claims payments.
· Implement and maintain an effective system of internal controls, control environment and delegation of authority.
· Assist in the compilation and presentation of service delivery performance reports/progress for Senior Management.
· Ensure operational compliance with applicable legislation, statutes, policies and rules to ensure that the GEPF and National Treasury is not exposed to any risk or non-compliance.
· Monitor staff regarding human resources such as leaves, recruitments and grievances.
· Compile the work plans for the unit including the consolidation of the operational plans into the directorate’s overall work plan.
· Manage the operational risks within the section.
· Providing operational solution and guidance to the staff within the section.
· Managing and responsible for the operational performance of the section.
· Responsible for individual daily performance.
· Prepare and analyze monthly and quarterly status reports to stakeholders.
Job description: State Accountant–EB Membership & Contributions (2014/09 – 2016/11)
Team Leader/Supervisor 
· Manage reconciliation of monthly contributions payable at member and employer level.
· Manage the reconciliation of installments/contributions payable in respect of periods of service purchased to be recognized as pensionable service.
· Validate the expected & received contributions as per the monthly datasets per employer.
· Manage & ensure the collection process of the monthly pension contributions.
· Ensure that debt is raised on outstanding contributions and manage collection thereto.
· Facilitate the rectification of employee records on the pay roll applications and National Treasury Transversal System by the employers in question.
· Supervising the process of POS and ensuring that payment is received thereto.
· Supervising the process of raising additional liability and ensure payment thereto.
· Validate & Confirm membership on the data set received from employers monthly.
· Ensuring contributions received are correctly and accurately allocated/captured.
· Authorize/Confirm the refunds payments to employers and employees.
· Responsible for the reconciliation & clearance of the suspense account.
· Responsible for checking & confirming levied interest on short/late payments.
· Checking/Confirming the correct codes for admissions, contributions, arrears, POS & terminations are used on the employer’s payroll system.
· Overseeing the processing of applications for Participating Employers to the GEPF.
· Arrange meetings with employers to discuss problems and resolutions to error cases and member's roll exceptions relating to the former.
· Responsible for confirming and signing off on arrear calculations, journals, errors and other documents generated during the investigating process.
· Handle & manage the e-mail/telephone enquiries within the contributions section.
· Manage and monitor the staff performance and development.
· Prepare and submit weekly & monthly management reports.
· Supervision of staff (staff performance, leave authorization, disciplinary & work allocation).
· Ensuring consistency and adherence to work standards and policies.
· Analyze processes and implement controls to litigate any risks thereto.
· Create and update complaint register and follow up on complaints received.
        Job description: Customer Service Agent: Mobile Co-ordination – CRM Section (2013/01 – 2014/08)
· Assisting to conduct training to Human Resource Units on the correct completion of exit documents.
· Conducting workshops, induction programs and road shows for members, employers and stakeholders explaining the GPAA’s processes.
· Check member queries through wireless facilities.

· Provide information to third parties regarding member cases.
· Verification of documents pertaining to different cases.
· Follow up/trace missing information on outstanding documents in order to enable finalization of the process.
· Pre-verification of all documents received at the front desk
· Resolving person-to-person enquires and providing feedback on queries that could not be resolved on first contact.
· Assisting clients in completing all GEPF forms to be processed.

· Registering and bar-coding of documents.
· Linking of documents to pension numbers.

· Opening of CP files and allocation of CP numbers.
· Processing of documents / exit benefits and funeral benefits.

· Assisting with the handling & completion of medical subsidy forms (Z583s).
· Identifying & arrange arrears for the mobile unit.
· Electronic and site record-keeping of all documents.
· Submission of weekly & monthly stats.
Job description: Fund Administrator–EB Membership & Contributions (2012/01 - 2012/12)
Data Cleansing (Team Leader/Supervisor)
· Updating and cleansing member and employer data on CIVPEN (Pension Administration System);
· Responsible for the guidance and management of data cleansing team;
· Ensure that new contributing and exiting members are admitted/terminated on the system;
· Preparing monthly statistics and report on progress of data cleansing;

· Responsible for the issuing of benefit statements to manual contributing members per employer;
· Updating and confirming salaries for benefits calculation/payment;

· Control the incoming and outgoing documents in/from the section;

· Providing the estimated benefit calculations to members on request;
· Attending and solving of fund members and employers’ queries/enquiry;
· Conducting presentations and workshops to participating employers on GEPF/AIPF/TEPF Benefits;

· Facilitating and attending the meetings with employers to resolve administrative issues;
· Follow up and assisting the membership section in finalizing the s- case/suspended contribution list;
· Correct and confirm candidate members’ information on the system;
· Effective management of staff performance;
· Effective management of staff development and training;
· Provide coaching and support to subordinates
· Facilitate staff training and development.
· Effective communication to staff; 


Manual Contribution Administration (2009/06 – 2011/12)
· Collection of pension contributions and reconciliation thereto;
· Allocation of contributions received at employer level;
· Preparation of members’ level contributions reconciliation;
· Preparation of corrective journal entries;

· Calculation of arrear contributions on employer/member level;
· Processing refunds to employers and employees;
· Levy interest on late and outstanding contributions
· Provide relevant units with the fund member’s correct salaries/pension deductions;

· Update member information as per employer’s contribution schedules;
· Liaising with external organizations and fund members;
· Assisting in the processing of participating employer applications;
· Compilation of monthly statistics.


Job description: SNR Admin Clerk III – EB Membership & Contributions Section (2006/02 – 

2009/05)
· Processing fund member’s employment history and employee benefit;
· Updating of membership records and admission of new members;
· Processing of exit request documents for payment;
· Responsible for cancellation and re-instatement of pensionable periods;
· Responding to benefit payment enquiries;
· Verify and accurately capture the fund Members’ and employers’ details on the system In accordance with the relevant GEPF and former funds rules;
· Ensure that vital documentation has been provided for proof pertaining to required changes; 
· Maintain ownership of customers’ enquiries and ensures that they are resolve amicably as soon as possible;

· Attend to queries as a matter of urgency and ensure that resolutions are implemented; 
· Request vital missing information or component of a document from the relevant department; 
· Immediate and constant response and follow ups on submissions for urgent payment from HOD secretariat and client service;



PREVIOUS WORK EXPERIENCE:
Iburst Direct:


CALL CENTRE AGENT – (Apr 2005 – Dec 2005)
· Attending to client queries and inquiries, Perform stock taking and telesales.

· Reason for leaving: Contract ended / experiential training.
Vula Strategy Management:
MARKETING/PROJECT MANAGEMENT ASSISTANT – (Jan 2005 – 



Mar 2005)
· Identify and develop business opportunities
· Reason for leaving: Contract ended / experiential training.
Selective Management Consultant:
BROKER CONSULTANT – (Oct 2004 – Dec 2004)

· Conduct Marketing Research, Handling client queries, Sign up new members.
· Reason for leaving: Contract work / experiential train



 
REFERENCE 

Referees are available on request.
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