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What job i'm looking for? My positive points
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to offer more insight into my qualifications would be most welcome. Thank you for your
consideration; | look forward to speaking with you soon.
Sincerely,

Anathi njani

RrefierERd s THRAFC Urrently live in RN Eein and I finished my matric in 2014 and after finishing
my matric | studied office administration in boland college in Paarl from 2015-2017 and while | was
Sontacys and gene lrinfometiomabdittméeon in franschhoek spar Inc from 2015 - 2018 to
Baiy efxpistience in office administratR#H-11-05 (30 years old)

Gender Male

Besidéadiaitarafigour posting for arCaficd ihétaimdstrator, | hastened to submit my resume for your
review. As a highly organized and self-motivated professional with expertise in coordinating and

Telephone number . nfo on fol o
overseeing office operations to ma>g[§}z¢nefﬂaency and productivity, I am prepared to significantly

EPRA T RkgrEQyour company’s goals gnd objestives,
My background includes managing %@'pr'r'rfﬁstrative operations and driving office efficiency within fast-

Ceﬂ office environments while ensuring adherence to budgets and deadlines. From preparing
ork experience

Wosri'gi%sgs F():grriroecf,pondence and develgaw%&{%t&rﬂ Ilflécslc-,fg.doglord-based documents to handling

Eg%gaere]glggrﬁgtlwtles and mamtangggrqﬂgmment and supplies, | excel at prioritizing tasks,

$ollaboratingrl\é\{ith management, angcfie.\/el?%?grseffective communication and organizational

ou were w ng at: minis
Broced res. , .
ccupation Junior administrator

What you did at this job position? managing day-to-day office operations, communications,
Highlights of my experience includescheduling, database management, and special projects

throughout
* Skillfully managing day-to-day office operations, communications, scheduling, database

Ednestaornt, and special projects throughout 1 year and 8 months career in office administration
Bad @Rt period nuo 2015.01 iki 2017.11

béghréeving reputation as a QuickBaukgisiegetalist and streamlining bookkeeping functions by
FanemenEinaseftdare systems to gdusinersgs accounting productivity and efficiency.
EQueaiirinpgaenadatiog, and facilitylifigigovbes cempanyrwite meetings—including meetings with

C-level executive staff.

!’%?(g&ﬁﬁge%t balancing multiple tasks within independent, self-starting environments while
Iﬁ?o'!ﬁé{ﬁg%op-level organization andsggr?\'r(ﬂﬂﬁiclgﬁgrlm skillgQggfﬁwtgr%‘\j/frqgolsgrealtionay\é?s & slgvel
English fluent fluent fluent

ood

f)'/"'él%ﬁ‘gsm office organization, boolé/keergpﬁng, and generaY%Q’nﬁﬂ%(ération have been ﬂ(r)\%?y honed,

&nd | am co&fi%%\r'wltelyééadditional strengths will readily translate to your environment. The chance
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Microsoft Access. ...
QuickBooks. ...

Email. ...

Web and Social Skills. ...
Graphic and Writing Skills.

Microsoft Office.
Additional information

Word. ...

Driver licenses
Spreadsheets. ...
Salary you wish

PowerPoint. ...
How much do you earn now

None
4500-6000 R per month
5000 R per month
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