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THABELO ESTHER MAUTJANA
 
Date of Birth: 06 April 1990
Nationality: South African
Marital Status: Single
Languages: Sotho, Tswana, English
Notice period: Immediately
Health: 
Residential Area:  Honeydew,Randburg,2170
Hobbies: Reading, Knitting
Cell: 072 019 0324

Email: tesesenyi@yahoo.com     

ABOUT ME

Self-motivated individual with over 5 years’ experience in Office Administration in the law firm industry which included:  Drafting notices, Filling, sorting out mail on ghost practice.
I am currently in the market for a job and currently unemployed due to retrenchment at my previous employer.
I believe that with the amount of experience I have gained a position as an office administrator or similar will be well suited for me.

SKILLS

COMPUTER SKILLS
· Typing
· Excel / Word
· PowerPoint

PERSONAL SKILLS
· Team Player
· Honest
· Ability to work under pressure
· Accuracy
· Adaptability
· Attention to detail
· Brainstorming

PROFESSIONAL SKILLS
· Clerical
· Client Relations
· Communication
· Computer
· Coordinate Office Activities
· Correspondence
· Customer Service
· Data Entry























	EDUCATION
(2007)
SENIOR CERTIFICATE
LEDUMANG HIGH SCHOOL
Mathematics, English, Literature, Agriculture, Setswana, Biology, Chemistry, Physics

	TERTIARY QUALIFICATIONS
	(2008)
COMPUTER, TELECOMMUNICATIONS
MVELELO YOUTH DEVELOPMENT CENTRE
Computer Literacy, Telecommunication skills, Sales and Telemarketing

	WORK EXPERIENCE
(February 2016 – September 2017)
ADMIN CLERK
RAMOTHELLO Inc.

· Opening new instructions
· Filing
· Drafting notice
· Responding to correspondence
· Sorting out mail
· Listing files on ghost practices
· Monthly Reports

Reason for Leaving: Retrenched

(July 2012 – November 2015)
ADMIN & FILLING CLERK
ERASMUS Inc. 

· Opening new instructions
· Logging documents in and to court
· Filing all relevant documents accordingly
· Assisting with reception
· Sorting out mail and drafting notices

Reason for Leaving: Retrenched  

(January 2011 – March 2011)
TELESALES
KKS CELLULAR

Reason for Leaving:  Got another job offer

(April 2011 – June 2012)
DEBT COLLECTOR
VAN DER VENTER AND MOJAPELO ATTORNEYS

· Collect outstanding accounts, and make sure clients settle their accounts

Reason for Leaving - Better Job Offer with better prospects


DOCUMENT ADMIN
MEDSHIELD MEDICAL SCHEME
                                                                  (February 2018 – April 2019)

· Printing of cards 
· Batching 
· Indexing 
· Overall admin/clerical roles in the mailroom

MEMBERSHP CLERK 
MEDSHIELD MEDICAL SCHEME
                                                              (May 2019 – 7 November 2024)

· Extensive membership process understanding. Application and Knowledge of all relevant regulations and processes.

· Process new member applications, updates and maintain membership data in the administration system

· Manage existing and new business membership changes in accordance with Scheme rules, departmental policies and procedures.

· Ensure that all changes have documented proof on system for audit and member query purposes.

· Adhere to relevant laws, regulations, policies and procedures that provide the internal controls needed to safeguard resources, achieve operational objectives and protect confidentiality of information provided to the Scheme, and respect individual privacy

· Maintain Quality standards as per the Quality Policy.

· Provide assistance to members and brokers regarding their membership

· Maintain the service level agreements (SLAs) and ensure excellent service levels to all stakeholders.



REFERENCES

VAN DER VENTER AND MOJAPELO ATTORNEYS
MS CONSTANCE TROJAN (SUPERVISOR)
011 329 8500


ERASMUS INCORPORATED
ALICE VAN DER MERWE (MANAGER)
011 858 2400


KKS CELLULAR
DEVANDRE (SUPERVISOR)
011 064 6419


RAMOTHELLO RAYNARD ATTORNEYS
SISANDA (SUPERVISOR)
011 326 6414 / 084 425 2047


MEDSHIELD 
MANUEL DE PONTE  (SUPERVISOR )
010 597 4734 /084 439 2975
 

	
	


MEDSHIELD                                                                                                                           VINCENZO KELLY (SUPERVISOR)                                                  010 597 4763 /082 897 1257
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