Akhona Gaya

Curriculum Vitae (CV)

What job i'm looking for? My positive points


http://www.jobin.co.za

* maintaining files
* Typing documents
* Faxing and Laminating

* photocopies and binding documents

PrRiqUrad s SHRAHRB: Gaya, a vibrahlB8E K ible individual. | am a driven person with potential of
working independently or working together with a group of people.

Generals
| have obtained a Higher CertificatednBusiness Management ( Nated 6), at the College of Cape

PRYYEr FAREK ¥BtibAM currently prasARIAKERS. seeking and looking for employment. | have strong
communications and listening skills, and | pay strict attention to detail.

| have what it takes to carry out dutR&r8a8 tasks of any interesting and challenging environment. |
work well under pressure and have good record keeping skills. | can meet any deadline, provided if
tontias wittligererlaneorand ionadbolftthiek on the spot. | enjoy learning new things as I am a
peiglofasirter. 1998-01-20 (27 years old)

Gamgalso having an ability to commgsyigale efficiently with different people from different
Reckiratadmaatdorultures. Workingpmetl Regependently and good team player with the ability of
reaching targets. | also have good verbal and communication skills with at least Three of the South

X?rlfec}z);r]\og iagmgr%uages (IsiXhosa,sqglglfﬁh and IsiZulu). | am also a motivated individual with a

Emgﬁga%ﬁ_eosfswork ethic and integrity,

Sign in
Strengths
Additional information
Salary you wish R5000 R per month

I-_{évelﬁqhocﬁvggky%rbdggrpnr%sésvlvjre and %z.agoager)rétlj%motr?tﬁetail and also confident.
* Fluent in at least two of the three official Languages in South Africa

¢ Good verbal and written communication skills and interpersonal skills

* Good Planning and organisational skills and Problem solving

* Good Knowledge of Computer Skills (Microsoft): Word, Excel, Access, Publisher, PowerPoint,
Outlook, Internet, Email

e Etiquette and Ethics

¢ Manage and reporting

* Teamwork

¢ Planning and Organizing

¢ Time Management

¢ Filing and organizing
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