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DENISE MARQUES 

. 
 
 
PERSONAL DETAILS: 
 
 
PHONE: 0788620763 
 
ID: 7409141276085 
 
CITIZENSHIP: South African 
LANGUAGES: English & Portuguese 
DRIVER’S LICENSE: Code B 
MARITAL STATUS: Single 
AVAILABILITY: 1 Week 
EMAIL: 
marquesdenise96@gmail.com 
 
 
“I am a passionate multilingual individual who speak both European and Brazilian Portuguese fluently, having lived in Portugal and Brazil for over 20 years. 
 
I have extensive experience in Travel & Tourism, Hospitality, having worked with Akilanga, a renowned tourism agency in South Africa. I also have experience in Retail and Office Administration. 
 
I work well both in a team setting or individually and demonstrate proficiency even under pressure to meet deadlines. 
 
I am looking to be an integral part of any 
organisation where I can utilise all my set of skills.” 
 
Denise Marques 


 

WORK EXPERIENCE 

 
 
  
EDUCATION: 
 
Colegio Pinheiro Guimaraes - Brazil Matric Equivalent- 1993 
 
Estacio de Sa University - Brazil National diploma in Tourism 
incomplete, 1996 
 
Midrand University -South Africa Marketing Management Diploma incomplete due to financial problems, 
1999 to 2000 
 
 
 
  
ADDITIONAL COURSES: 
· SENAI: Computer Literature 1998 
· English Magri’s: Institute 2000 
· Cornerstones: Call Centre Inbound & 
Outbound 2005 








[image: ]


CLAIRE JONHSON – PERSONAL PA 
Contact Details: 061 826 5730 
 
June 2022 ‐‐ June 2023 
 
· Driving her and anyone around Johannesburg ( family & friends ) 
· Dealing with all emails and invoices 
· Interviewing extra staff required 
· Booking appointments wherever and whenever needed 
· Paying rest of staff salary 
· All office Administration 
 
Reason(s) for leaving : My boss went back to Cape Town 
 
 
EQUITY RECRUITMENT GROUP PTY – HR Administrator 
 
October 2019 – August 2021 
 
· Forming and maintaining employee records 
· Updating databases internally, such as sick and maternity leave 
· Preparing and amending where necessary HR documents, i.e., employment contracts and recruitment guides 
· Reviewing and renewing company policies and legal compliance 
· Communicating with external partners 
· Reporting regularly on HR metrics, such as company turnover 
· Being the first point of contact for employees on any HR related queries 
· Assisting with payroll by providing the department with relevant employee information, i.e., holiday and sick days taken 
· Helping with various arrangements internally, from travel to processing expenses 
 
Reason(s) for leaving: Company liquidated, due to Covid 19 impact on Hospitality industry. 
 
 
 
 
AKILANGA DMC - Travel Consultant 

 	DATES: February 2017 – August 2019 
 	 
· Dealing with Latin Market (Spanish & Brazilian) 
· Book transfers, hotels & services (Tours & lunches) 
· Book Spanish & Portuguese guides for Tours 
· Liaise with the clients (Brazilian) 
· Deal with emails from the operators overseas & local 
 
· Book the coach for the Tours in Johannesburg, Kruger Park 
 
& Cape Town COMPUTER SKILLS: 
 
· Travelling 	Reason(s) for leaving: Family relocated to Cape Town 
· Making new friends 	 
· Enjoying time with family & 
	friends 	 
 	 
 
SORBET - Administrator/ Front Desk 
 
Dates: November 2015 – August 2016 
 
 
· Complete store requirements by scheduling staff bookings 
· Sales 
SKILLS: 	• Managing stock takes 
· Reliable 	• Cash ups 
· Teamwork 	• Stock checks & placing orders with suppliers 
· Adaptability 	• Dealing with emails 
· Integrity 	• Managing hygiene checks every week 
· Willingness to learn 	• Dealing with enquiries & customer needs 
• Open & close the store 
 
Reason(s) for leaving: Retrenched 
 
 
HOBBIES: 
 
· Travelling 	 
· Reading books EXCLUSIVE BOOKS – Bookseller ▪ Listen to music Dates: February 2007 – November 2015 
· Cooking 
· Serving a range of customers 
· Dealing with enquiries & identifying customer needs 
· Offering advice & recommending books, where appropriate 
· Maintaining up to date knowledge of current titles & changes in the market 
· Undertaking bibliographic work using computer or print sources to identify & locate titles 
· Processing customer orders & book reservations 
· Dealing with mail orders, emails and web-based orders – although this applies only in certain businesses 
· Handling payments by cash, credit cards & book tokens – in many shops this will require the use of POS 
· Stock checking books & other merchandise 
· Creating in store & window displays 
· Helping with books events, including organizing talks, signing sessions & reading groups 
· Undertaking general housekeeping duties, such as unpacking, stock replenishment & tidying 
 
Reason(s) for leaving: Career development 
 
 
 
 
 
FLIGHTS CLUB – Manager 
Dates: January 2004 – November 2005 
· Managing takings, money & staff 
· Ensuring that the bar meets legislative regulations 
· Special events & parties’ setups 
· Organizing & advertising events such as live music 
· Stock checks & placing orders with suppliers 
· Train new staff in methods & procedures 
· Constantly strive to improve the standards of hygiene & service throughout the bar 
· Cash ups 
 
 
Reason(s) for leaving: Bar closed and moved to Pretoria. 
 
 
 
 
CHAVDA & ASSOCIATES - Buyer 
Dates: March 2006 – February 2007 
· Selling & buying mining products online to Portuguese speaking countries (Angola, Mozambique & Brazil) 
· Client liaising 
· Using high value purchase orders to buy goods & services 
· Establishing & managing contracts with suppliers 
· Soliciting competitive bids through requests for proposals (RFPs), requests for quotations (RFQs) & requests for information (RFIs) 
· Maintaining a suitable & diverse pool of suppliers 
· Signing contracts & agreements 
Reason(s) for leaving: Retrenched 
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