


	Tebogo Martha 
     
		17709 EXT 14 Robin street, Protea Glen
	

	0824882460
	

	tmabuso@yahoo.com
	

	Tebogo Neluheni
	

	
	






I am a very disciplined, driven, and hard-working individual who always strives to achieve the highest standard possible, at any given task and in any situation. I am dedicated and keen to learn new and improved skills to ensure that I do not only gain practical experience, but also grow as an individual and as an employee. I have experience as a Sales Consultant, Personal Financial Advisor, Promoter, Care worker and Secretary, as well as a Quality Assurance.  I have a Code 8 driver’s license, with own vehicle.  I am available immediately.
Skills
	· Communication skills
· Computer literate     
· Attention to details 
· Time management
· Flexibility and adaptability  
	· Public speaking
· Ability to work well under pressure 
· Phone etiquette
· Team work skills   
· Negotiation skills 



Experience


Office Co-ordinator/ Reach for a Dream
January 2022 – November 2022
Outline:
Was employed as an Office Co-ordinator for Reach For A Dream Staff.
Key Responsibilities: 
· Follow office workflow procedures to ensure maximum efficiency 
· Maintain files and records with effective filing systems 
· Support other teams with various administrative tasks (redirecting calls, disseminating correspondence, scheduling meetings etc.) 
· Greet and assist visitors when they arrive at the office  
· Monitor office expenditures and handle all office contracts (rent, service etc.) 
· Deal with customer complaints or issues 
· Monitor office supplies inventory and place orders 
· Assist in vendor relationship management 
· Stock counting 

Cooking for Dreams/ Reach for a Dream
July 2022 – September 2022
Outline:
Assisting with cooking for a dream day 2021 and 2022
Key Responsibilities: 
· Fundraising (Selling)
· Organizing logistics
· Database management
· Resolving issues (Convince client who wants to cancel buy the stickers or slippers)
· Co ordinate team to deliver to companies on time

Quality Assurance/ Reach for a Dream
January 2022 – November 2022
Outline:
Was employed as a Quality Assurance for Dream Families, Donors and other stakeholders 
Key Responsibilities: 
· Maintaining compliant and non-conformance processing through records and tracking systems, root cause and corrective actions
· Debtors collection and point of contact for Clients queries and issues encountered
· Documentation of Quality Assurance activities and internal reporting and audits
· Develop new standards for production and design 
· Create testing protocols for implementation 
· Interpret and comply with company assurance standards
· Training and Development

Quality Assurance(Internship)/ Reach for a Dream
January 2021 – December 2021
Outline:
Was employed as a Quality Assurance for Dream Families, Donors and other stakeholders 
Key Responsibilities: 
· Maintaining compliant and non-conformance processing through records and tracking systems, root cause and corrective actions
· Debtors collection and point of contact for Clients queries and issues encountered
· Documentation of Quality Assurance activities and internal reporting and audits
· Develop new standards for production and design 
· Create testing protocols for implementation 
· Interpret and comply with company assurance standards
· Training and Development


Slipper day/ Reach for a Dream
May 2021 – May 2022
Outline:
Assisting with slipper day 2021 and 2022
Key Responsibilities: 
· Fundraising (Selling)
· Organizing logistics
· Database management
· Resolving issues (Convince client who wants to cancel buy the stickers or slippers)
· Co ordinate team to deliver to companies on time
· Debt collection 
· [bookmark: __DdeLink__352_2829498934]Refunds


Events and Fundraising/ Reach for a Dream
January 2021 – December 2021
Assisting Chloe Katompa (Gauteng Regional Manager) organize a golf day event 2021 for Donors and other stakeholders. 
Key Responsibilities: 
· Organizing gifts for the donors, stakeholders and sponsors 
· Helping to organize at the venue
· Help with giving prices to the donors and sponsors 


Reach for a dream Dreams/ Reach for a Dream
January 2021 – November 2022
Assisting Marcelle Wilken (Dreams team leader) and team with dreamers familieas
Key Responsibilities: 
· Doing assessments on childrean
· Verify information of caregivers and children 
· Vast amount of gift wrapping for dream team 

Secretary/ The Independent Institute of Education (Rosebank College), Johannesburg
January 2019 – December 2019
[bookmark: _Hlk26004448]Outline:
I was volunteering for the secretary position for the duration of my studies.
[bookmark: _Hlk26006299]Key Responsibilities: 
· Taking minutes
· Drafting agendas
· Distributing minutes
· Filling 
Care worker/ Belenois retirement village, Johannesburg 
August 2017 – November 2017
[bookmark: _Hlk26008500]Outline:
I was doing practicals as part of my nursing certificate.
[bookmark: _Hlk26007869]Key Responsibilities:
· Basic bed care
· Bed bath
· Feeding and giving out medication
· Mobilizing patients
Personal financial advisor/ Old Mutual, Burgersfort
July 2013 – September 2013
Key Responsibilities:
· Advice clients on financial plans
· Insurance 
· Bond and estate planning
Reason for leaving: Personal reasons
Sales consultant/ Prime Meridian Direct, Johannesburg
January 2013- June 2013, June 2014- October 2014
Key responsibilities: 
· Make sales appointments with clients
· Outbound calls 
· Call center operations
Reason for leaving: it was a temporary position 
[bookmark: _Hlk26007745][bookmark: _Hlk7178867]Sales consultant/ ICall Holdings (PTY) LTD, Johannesburg
[bookmark: _Hlk71788671][bookmark: _Hlk26041931][bookmark: _Hlk26041952]August 2009 – January 2012
[bookmark: _Hlk260077451][bookmark: _Hlk260419311][bookmark: _Hlk7179374]Key Responsibilities:
· Outbound calls
· Make sales appointments with clients
· Call center operations 
· Contacting potential customers via email, telephonically and face to face
· Managing end to end needs of clients 
Reason for leaving: Company liquidated 
Promoter/ Unilever (PTY) LTD, Johannesburg 
September 2006 – May 2008
Outline:
[bookmark: _Hlk26000481]I was responsible for promoting all Unilever products.
Key Responsibilities:
· Showing potential customers how the products work
· Provide information to potential customers about the products
Education
november 2019
[bookmark: _Hlk26009031]Office Administration / The Independent Institute of Education (Rosebank College, Johannesburg
NOVEMBER 2018
[bookmark: _Hlk26008713]Nail technician / Face to Face Beauty and Make up Design School, Johannesburg
MAY 2017
Nursing / Empilweni Nursing College, Johannesburg
February 2009
Inbound, Outbound and Computer Training Course / Corner Stone Training Centre, Johannesburg
november 2005
National Senior Certificate / Matladi Project High School, Limpopo

Awards and recognition
· I obtained 5 Distinctions for the office administration qualification
· Business Management 1B
· End User Computing C
· Introduction to Personal Computing
· Typing and Dicta Typing 
· Work Integrated Learning1
· Certificate of participation for the student council secretary sub-committee
· Other Certificates 
· Digital Persona and Networking
· Online Safety and Etiquette
· Safety in the Workplace
· Customer Service
· Emotional Regulation and Communication
· Problem Solving and Critical Thinking
· Teamwork
· Communication
· Time Management
· Money Management I
· Money Management II
· Succeeding in the workplace
· Reflection & feedback 
· Onboarding- Getting it right 
· Professionalism 
· Expectations 
· Know yourself to grow yourself 
· Growth mindset 
· Why work and why youth matter 
· Baseline survey 

References
· Available upon request 


7
