NOMVELO KAULA
Location: Umthwalume, Hibberdene, 4220
Phone: 0699050459/0606599209
Email: nomvelo.kaula05@gmail.com
Professional Summary
Detail-oriented Administrative and IT Support professional with experience in filing, records management, front desk administration, customer service, data entry, and IT systems support. Skilled in Microsoft Office, computer networking, Cisco systems, and CompTIA A+ concepts. Strong communication, problem-solving, and organizational skills with the ability to work independently or in a team.
Core Skills
• Records Management
• Data Entry
• Filing & Document Control
• Front Desk Administration
• Customer Service
• Microsoft Office
• IT Systems Support
• Computer Networking
• Cisco Configuration
• CompTIA A+
• Time Management
• Communication
• Problem Solving
Professional Experience
Filing Clerk – Broadreach Healthcare
November 2020 – October 2021
• Managed filing and document management systems.
• Maintained accurate patient records and updated contact details.
• Performed data entry, document organization, and cross-referencing.
• Supported efficient administrative processes.
Front Desk Receptionist – Khambula Security Services
• Managed reception and administrative duties.
• Scheduled client appointments.
• Provided customer service and cashier support.
IT Systems Support In-Service Trainee
2018 – 2019
• Computer troubleshooting.
• Fibre optic cabling.
• Cisco system configuration.
• Network configuration.
Education
IT Technical Support (NQF Level 5), CTU Training Solutions – 2019
National Senior Certificate, Futura High School – 2015
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