CURRICULUM VITAE OF SASHA JONES
 Address: Crest-Way Square, Hill Retreat, 7945
 Contact Number: 076 792 7087
 Email: sashagaffney@gmail.com
 Nationality: South African
 Date of Birth: 22 September 1987
 Marital Status: Married
 Criminal Record: None
 Languages: English and Afrikaans
CAREER PROFILE
[bookmark: _Int_yWWlBCOJ]Administrative and client service professional with extensive experience in public-facing environments, records management, data capturing, and customer assistance. Demonstrates strong organisational skills, attention to detail, and the ability to work within structured procedures and policies. Well, suited to a Library Assistant role requiring accuracy, reliability, confidentiality, and consistent service delivery to the community.
EDUCATION
Gardens Commercial High School
 Grade 12 – 2006
Subjects:
 English, Afrikaans, Economics, Business Economics, Mercantile Law, Art
TRAINING
Frontline Excellence Certificate – The Peer Group
 28 July 2011
RELEVANT SKILLS AND COMPETENCIES (LIBRARY-ALIGNED)
· [bookmark: _Int_2S86aD5q]Public service and frontline assistance
· Records and document management
· Data capturing and verification
· Filing, archiving, and information organisation
· Reception and enquiry desk operations
· Accurate handling of information and documentation
· Adherence to policies, procedures, and confidentiality
· Time management and task prioritization
· Microsoft Word, Excel, and Outlook

EMPLOYMENT HISTORY
Achievement Awards Group (Pty) Ltd
Support Consultant | May 2016 – Present
· [bookmark: _Int_7baCKuCi]Providing frontline assistance to members of the public in line with approved procedures
· Responding to enquiries accurately and within service level standards
· Capturing, verifying, and updating customer information on internal systems
· [bookmark: _Int_VBoEZBzU]Maintaining accurate records and ensuring data integrity
· [bookmark: _Int_uNyh2PzE]Escalating complex matters in accordance with established protocols
· Managing challenging interactions professionally and calmly
· Adhering to organizational policies, procedures, and confidentiality requirements
The Nova Group
Receptionist | September 2014 – March 2016
· Managing reception and switchboard operations
· [bookmark: _Int_H9U3DVdw]Filing, archiving, and maintaining organized document systems
· [bookmark: _Int_sX6vsQDB][bookmark: _Int_3CeDwcL9]Scheduling meetings and maintaining accurate records
· Preparing and processing agreements, addendums, and cancellations
· Updating client and project information
· Providing general administrative and typing support
William Simpson Cars
Receptionist | July 2010 – June 2014
· Operating high-volume switchboard systems
· Maintaining filing, archiving, and records management systems
· Capturing and updating client records accurately
· Preparing reports and administrative documentation
· [bookmark: _Int_F27iM3uA]Coordinating office logistics and correspondence
· Liaising with clients and resolving service-related enquiries

Treoc Accounting (Pty) Ltd

Administrative Assistant & Receptionist | November 2008 – July 2010
· Providing reception and administrative support
· Assisting with SARS tax registrations and documentation
· Maintaining manual and electronic filing systems
· Ensuring confidentiality and accuracy of records
Intrigue Beauty & Wellness Studio
Receptionist (Contract) | August 2007 – December 2007
· [bookmark: _Int_y7rTNYVm]Scheduling appointments and assisting clients
· Handling petty cash and daily cash-ups
· Operating till systems
· Maintaining stock and ordering supplies
PERSONAL ATTRIBUTES
· Reliable and punctual
· High attention to detail and accuracy
· Professional and courteous manner
· Able to work under pressure
· Keen sense of responsibility and accountability
· Works effectively independently and within a team
· Respectful of diversity and public service values
REFERENCES
William Simpson Cars
 Contact: 021 701 3400 / 083 556 7040
 Contact Person: Chantelle Patterson
 Email: chantellep@williamsimpson.co.za
Novabuild (Pty) Ltd
 Contact: 083 654 3798
 Contact Person: Angela Farrell
 Email: accounts@novabuild.co.za
Achievement Awards Group (Pty) Ltd
Contact: 063 615 4423
Contact Person: Rebecca Misrole
 Email: RebeccaM@awards.co.za 

