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PROFESSIONAL SUMMARY
Detail-oriented and adaptable HR and Administrative professional with experience in customer service, document control, office support, and client communication. Holds a National Diploma in Human Resource Management (NQF5) with practical exposure to HR administration, scheduling, filing systems, and employee support. Proficient in Microsoft Office, HRIS systems, and administrative coordination. Able to work independently and collaboratively within fast-paced environments.
CORE COMPETENCIES
Office Coordination and Administrative Support
HR Support and Employee Record Handling
Scheduling and Appointment Coordination
Front Desk Operations
Document and Filing Control Systems
Data Capturing and Time Management
Client Communication and Customer Service
Adaptable and Detail-Oriented
TECHNICAL SKILLS
Microsoft Office (Word, Outlook, PowerPoint)
Google Workspace (Gmail, Calendar, Documents)
Email and Communication Systems
CRM Systems
Basic HRIS Reporting and Data Entry
Database Analysis and Reporting
Document Management Systems
PROFESSIONAL EXPERIENCE
Visa Officer – Capago International | May 2023 – Nov 2023
Processed high volumes of visa applications accurately and confidentially.
Maintained organised manual and digital filing systems.
Communicated with clients regarding application updates and required documentation.
Coordinated appointments and maintained structured tracking systems.
HR/Admin Volunteer – Enviro Parks | Oct 2020 – Jan 2021
Managed incoming calls, emails, and visitor coordination.
Maintained organised filing systems and office records.
Supported general office administration and HR-related tasks.
EDUCATION
National Diploma in Human Resource Management – Optimi College
Business Administration (NQF 4) – Meriting Youth Development (2020)
CERTIFICATIONS
Strategic Human Resource Management
Business Analysis and Process Management
Health and Safety
HRIS and Employee Records Data Entry
Data Visualization and Reporting
Professional Business Email and Workplace Communication
REFERENCES
Available upon request
