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I am eager to bring my skills and experience to contribute to the success of your company. I am confident that my dedication, combined with my adaptability and teamwork, will enable me to excel in this role. I look forward to the opportunity to discuss further how I can be an asset to your team.
References[image: ]Skills / Strengths
	· Proficient in using Microsoft Office Suite (Word, Excel, PowerPoint, Outlook).
· Strong organizational and time management skills.
· Excellent communication and interpersonal abilities.
· Attention to detail and accuracy in data management.
· Ability to multitask and handle multiple priorities effectively.
· Strong problem-solving skills and a proactive approach to challenges.

	


[image: ]Experience	
	2021-09-01 –2023-08-31
	[The Berg Incubation Hub, [Underberg] Administrative Assistant
· Managed and maintained office records, ensuring accuracy and organization for easy retrieval of information.
· Handled phone calls, emails, and correspondence, providing efficient and professional responses to inquiries.
· Assisted with scheduling appointments, meetings, and travel arrangements, optimizing executives' time and resources.
· Prepared and proofread documents, reports, and presentations, ensuring they adhere to company standards.
· Collaborated with other team members to improve office processes, resulting in increased efficiency and productivity.
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	2018- Grade 12 
Mathole High School 
IsiZulu Home Language.                                    English First Additional Language.              Afrikaans Second Additional Language                                              Life Orientation                                         Accounting.                                                      Business Studies.                                         Economics
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	Name
Mndeni   Nzimande


Slindile Sosibo

	Company
The Berg Incubation Hub
                                                                

The Berg Incubation Hub
	Contact Details
mndeni@greymattertrading.co.za
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 slindilesosibo58@gmail.com
0673501175
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