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Name & surname				Phetogo Mwale
Cell 						0788792595
[bookmark: _GoBack]Email address 					Phetogomwale@gmail.com
Address 	1163 Springbok Road, Phase 4, New Canada, JHB 
Gender 					Male 
Date of birth 					1993/01/12
Languages 					English, Setswana, IsiZulu

Educational history
1. High school				
Raphurele High School 			Grade 12/ Matric 
2011
2. Tertiary
a. South West Gauteng College		N6 Business Management Nated course (incomplete)
2016 -2017
b. Jeppe College of Commerce 		Certificate -Bookkeeping 2012
Certificate Office Administration 2012
Highest qualification obtained 	N4 Business Management @ South West Gauteng College

Career history
1. Sales Administrator 

Company 			Marltons Pet Care
Duration			August 2023- 31 October 2023 
Duties 
· Process orders on Etele & Syspro
· Exporting orders from Etele & Etrada to print pickslips
· Receiving and printing orders from Web Supplier 
· Printing pickslips
· Laise with stock controller for stock availability
· Create quotations (RFQ)
· Responding to customer stock related queries through telephone and emails
· Booking delivery dates/appointments for DC customers such Game, PnP
· Filling documents manually; pickslilps & invoices

2. Sales coordinator

Company 			Ascendis Medical - The Scientific Group
Duration		 	2021 August- 2022 September
Duties & responsibilities 
· Process orders/data capturing on Syspro system invoice purchase orders. 
· Received by correctly following SOP
· Coordinate orders and quotes, meeting deadlines, file and saving documents 
· on relevant performs
· Release backorders, update spreadsheets and give report on that
· Resolving queries from Sales team, Product managers and customers
· Create manual invoices, Proforma Invoices
· Liaise with customer service manager, sales specialist with regards to
· delivery dates and shipping instructions
· Liaise with Product managers, sales team with ETA of new stock.
· Tracking shipments and liaising with couriers and dispatch team regarding
· deliveries times and dates
· Process credits on excel and create billings and give feedback on regular meetings

3. Sales consultant
Company 			Clientele life
Duration 			2019 October- 2020 January
Duties & responsibilities 
· Contacting existing clients offering new long term insurance products
· Customer service – handling enquiries from clients
· Ensuring weekly and monthly quotas are reached

4. Sales consultant 
Company 			Affinity Health
Duration			2019- February – April
Duties & responsibilities 
· Ensuring weekly and monthly quotas are reached
· Telemarketing on cold leads and convert them to potential leads or sales
· Telemarketing long-term insurance


5. Sales intern
Company			 EOH
Duration 			February 2018 -January 2019
Duties & responsibilities 
· Generate leads through direct selling of telecoms
· Generating quotes for customers
· Telemarketing fibre solutions to business and homes
· Convert cold leads to sales

Skills
Communication Skills
Syspro
Microsoft office; Word, Excel, PowerPoint
Outlook
References available upon request
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