Leane Sharon Cohen; 24/06/1975; South Africa
33 Club Street, Linksfield, 2196; Tel 011 485 2973; 082 295 8340 E-mail: leannesharon@gmail.com


PERSONAL PROFILE
I have a keen interest in business and learn quickly. I appreciate challenges in the workplace and work well under pressure. I am hard-working and approach new situation with confidence. I have good interpersonal skills and work effectively with team members.

EDUCATION

Certificates

Qualification:				
Pastel Accounting Version 8
Period:					
January 2006
Institution:				
Pastel 

Qualification:				
Certificate in Practical Bookkeeping
Period:					
January to November 2004
Institution:				
UNISA

 
Award
Qualification 
D32/33 assessor award
Period
July 1998 to November 1998
Institution
City and Guilds of London through Corporate College International

Post Graduate Education
Qualification
Post graduate diploma in human resource management
Period
1996
Institution
Wits Business School
Subjects
Human resources management, human resources development, industrial relations, analytical methods, marketing, finance, integrated studies (law, information systems, strategic management, small business management), production and operations management, environment of business
	



Tertiary Education	
Qualification
Bachelor of Arts
Period	
1993 to 1995
Institution
University of the Witwatersrand
Subjects
Psychology, Sociology

Secondary Education	
Qualification
Matric (T.E.D.)
Period
1988 to 1992
Institution
King David High School (Linksfield)
Subjects
English, Afrikaans, Hebrew, Maths, History, Biology

WORK EXPERIENCE

Current Employment 
Organisation
Nonya Property 
Type of Business
Property Management and Rentals
Period
May 2018 to date
Key Responsibilities
Rent Rolls
Cash Books for 15 companies
Invoicing
Loading of all payments on FNB Business Banking
Compiling weekly schedule


Past Employment 
Organisation 
Phillip Shifren & Co.
Type of Business
Accounting Practice
Period
April 2017 to December 2017
Key Responsibilities
· Bookkeeping to trial balance
· Accfin capturing
· E-filing
· IT12 Tax returns
· VAT201’s
· Schedules on Excel
· Asset and Liability recons


Past Employment 
Organisation 
Thirsty Now Beverages
Type of Business
Manufacture of innovative alcoholic beverages
Period
April 2002 to January 2017
Key Responsibilities
· Bookkeeping to trial balance
· Salaries – including PAYE/UIF/SDL calculations and submissions, biannual EMP501 submissions via Easyfile, IRP5’s, commissions based on sales figures
· Petty cash
· Bank recons
· Debtor/ creditor recons
· Journals
· Cash book
· Invoicing
· Control of point of sale including creating inventory items and monthly stock counts
· Loading of payments on banking system
· Booking of promotions


Past Employment
Organisation
Jewish Memorial Council (London, U.K.)
Type of Business
Charity which awards student grants, cares for over 80 small
Jewish communities across the UK and Commonwealth, runs a bookshop, administers a pension fund, serves the interests ofJewish personnel in H M forces and Jewish prisoners
Period
18 months: May 1999 to December 2000
Key Responsibilities:
Office administration
Marketing
Co-ordination of various committees functioning under the auspices of the JMC
Achievements:
Elected onto Editorial Board of JMC Magazine
Editor of JMC website
Organised conferences at a national level

Organisation
South African Institute for Medical Research
Type of business
Research , teaching and training in medical laboratory sciences, provide diagnostic laboratory services
Period
10 Months: February 1998 to December 1998
Key Responsibilities
Responsible for implementing the NQF throughout the SAIMR
Organised conferences of medical laboratory practitioners at a national level to set up a standards generating body that will be responsible for setting national standards for medical laboratory work.
Achievements
Article explaining the NQF published in SAIMR magazine
  
Project work
Organisation
Education, training and development practices Project (National Training Board)
Type of Business
Piloting a standard-setting model based on the principles of the NQF
Period
5 Months: September 1997 to January 1998
Key Responsibilities
Involved in the identification and setting of standards for two
levels of ETD qualifications
 


Consulting

Organisation
Furniture Industry Training Board (FITB)
Type of Business
Training and assessment of individuals working in the furniture
industry
Period
6 Months: March 1997 to August 1997
Key Responsibilities
The development of a holistic assessment methodology for Life
Skills I - V and Furniture Making I and II



REFERENCES:

Michael Kunitz (MD of TNB 2002 to Mar2014) – mike@kunitz.co or +61 450 161 629 – reference letter available
Nuno Fernandes – (Share holder in TNB and Marketing manager) – fernandesn@kwv.co.za or 082 8085723

