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P E R S O N A L  D E TA I L S

Date of b i r th
  02 Dec 2000  

L A N G U A G E S

English

Sepedi

S K I L L S

Communica�on Skills (Verbal And
Non-Verbal)

Computer Literacy (Outlookl
PowerPoint, Excel And Word)

Customer Service Orientated

Excellent Administra�ve Skills

Financial Management

Time Management

Proficiency With Bookkeeping
Principles And Prac�ces

Financial Repor�ng And Report
Wri�ng

Intepersonal Skills

Ability To Work Under Pressure

Ability To Mul�-Task And Meet
Deadlines

Good Telephone E�que�e

A B O U T  M E

Mo�vated Bachelor of Commerce in Business Management graduate with hands-
on experience as a Voluntary Administrator and Voluntary Finance Officer, currently
excelling as a Service Controller. Possesses a Cer�ficate in Bookkeeping and adept
at financial management and administra�ve tasks. Proven ability to streamline
opera�ons and enhance efficiency. Ac�vely seeking opportuni�es in the job market
to apply comprehensive exper�se in a dynamic organiza�on. Eager to leverage
strong analy�cal skills, a�en�on to detail, and proac�ve problem-solving abili�es to
contribute effec�vely in a challenging business management role

E D U C AT I O N
BACHELOR OF COMMERCE IN BUSINESS MANAGEMENT (NQF
LEVEL 7 )

UNIVERSITY OF L IMPOPO
2 0 2 2

GRADE 12

MOSEPEDI  SECONDARY SCHOOL
2 0 1 8

W O R K  E X P E R I E N C E
SERVICE CONTROLLER

SENSOR SECURITY
N OV 2 0 2 3  -  P R E S E N T

▪ Preparing and execu�ng plans for overall opera�ons.

▪ Helping to design and improve processes and internal controls in all areas
managed.

▪ Overseeing the core of the business, Booking units in, Performing credit returns
Ordering stock and issuing stock.

▪ Logging calls to Technicians, Following up on repairs and providing feedback to
customers.

▪ Closing of service calls Serving as a central point of contact for communica�on
between technicians, managers and customers.

▪ Providing excep�onal customer service by addressing and a�ending to customer
queries, concerns and disputes while also ensuring maximum customer
sa�sfac�on.

VOLUNTARY F INANCE OFFICER

UNIVERSITY OF L IMPOPO
S E P 2 0 2 1  -  D E C  2 0 2 2

▪ Preparing Budgets and Monitoring expenses.

▪ Preparing financial documents for audit purposes.

▪ Preparing monthly financial reports.



R E F E R E N C E S

MOTIMELE SEKELE (LECTURER)
University of Limpopo
015 268 2645
mo�mele.sekele@ul.ac.za

KABELO PHEELLON (SENIOR
SERVICE CONTROLLER)
Sensor Security
072 414 9482
kabelo@sensorsecurity.co.za

AGNES MOHALE
University of Limpopo
015 268 4131
agnes.mohale@ul.ac.za

▪ Maintaining accurate financial records including account receivables and account
Payables.

▪ Filing invoices, purchases and Credits received.

▪ Ensuring Cash Account is up to date and any outstanding payment is jus�fied.

▪ Planning and implemen�ng fundraising event

VOLUNTARY ADMINISTRATOR

UNIVERSITY OF L IMPOPO
J A N  2 0 2 2  -  N OV 2 0 2 2

▪ Organizing and storing data digitally and on paper.

▪ Communica�ng with Customers and suppliers.

▪ Ordering office supplies.

▪ Preparing monthly administra�ve reports.

▪ Assis�ng With Stock-taking when required.

▪ Recording and Monitoring Short-supplied, Over-supplied and Incorrect Supplies
from Suppliers

SUPPLEMENTAL INSTRUCTOR

UNIVERSITY OF L IMPOPO
F E B  2 0 2 0  -  D E C  2 0 2 1

▪ Facilita�ng weekly Accoun�ng group study sessions.

▪ U�lizing collabora�ve learning techniques to ensure peer-to-peer interac�on.

▪ Working closely with lecturers and other supplemental instructors to facilitate
relevant, up-to-date support sessions based on course content and being trained
in successful peer coaching techniques.

▪ A�ending all scheduled mee�ngs with supervisor and faculty.

▪ Modelling outstanding student behavior and successful academic prac�ces

C O U R S E S
CERTIF ICATE IN BOOKKEEPING

INSTITUTE FOR CERTIF IED BOOKKEEPERS |  2024

CERTIF ICATE:  LEAN S IX  S IGMA WHITE BELT


