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PROFESSIONAL PROFILE
Dedicated Client Service and Administrative Professional with over six years of experience providing client support, administrative services, records management, and enquiry resolution within government and customer service environments. Experienced in assisting clients through face-to-face, telephonic, email, and digital channels while maintaining accurate records and ensuring compliance with organizational procedures. Demonstrates strong communication, interpersonal, listening, problem-solving, and computer literacy skills. Committed to delivering quality public service in accordance with Batho Pele principles.
CORE COMPETENCIES
Client Service and Public Service Delivery
Computer Literacy (MS Word, Excel, Outlook)
Data Capturing and Information Management
Administrative Support and Record Keeping
Telephone Etiquette and Client Communication
Employment Services Support
Interpersonal and Listening Skills
Problem Solving and Query Resolution
Interviewing and Information Gathering
Document Processing and File Management
Ability to Interpret Policies and Procedures
Batho Pele Principles
PROFESSIONAL EXPERIENCE
Government Pensions Administration Agency (GPAA) | Call Centre Agent / Administrative Support
July 2022 – Present
Provide professional client service through face-to-face, telephonic, email, and written communication channels.
Receive, assess, and process client enquiries while ensuring accurate capturing of information on internal systems.
Maintain and update client records in accordance with departmental procedures.
Refer client enquiries to relevant business units and monitor progress until resolution.
Provide administrative support during outreach programmes and service delivery initiatives.
Assist clients with information requests and explain procedures and requirements clearly.
Maintain effective document management and record-keeping practices.
Deliver services in line with Batho Pele principles and public service standards.
Amazon | Call Centre Agent (Back Office & Digital Support)
August 2020 – June 2021
Processed customer requests and maintained accurate electronic records.
Investigated and resolved customer queries through digital support channels.
Captured and updated client information on company systems.
Coordinated with internal departments to ensure timely resolution of cases.
Merchants SA | Call Centre Agent / Customer Support Administrator
April 2017 – August 2020
Assisted customers with service requests and account-related enquiries.
Captured, verified, and updated customer information on electronic systems.
Maintained confidentiality and accuracy of client records.
Provided professional telephonic customer support while adhering to service standards.
EDUCATION
Innovative Customer Service Techniques – LinkedIn Learning (2022)
Call Centre Certificate – Crystal Careers (2012)
National Diploma: Policing – HJN Training Academy (2010)
Matric – Thandukwazi Secondary School (2007)
KNOWLEDGE
Batho Pele Principles
Public Service Act and Regulations
Employment Services Act
Labour Legislation and Regulations
Client Service and Public Administration Practices




