Residential Address: 		Postal Address:
03 Fort Street		13 Alywaal Flats		
Central		Voortrekker Street
Port Elizabeth		Despatch
6001		6220
CURRICULUM VITAE
	PERSONAL PARTICULARS

	Surname
	Xxxx

	First Name
	Xxxxxx

	Other Name
	Xxxxx

	Initials
	Xxxx

	Date of Birth
	Xxxxx

	Nationality
	Xxxxxx

	Identity Number
	Xxxxx

	Marital Status
	Xxxxx

	Dependents
	Xxxx

	Home Language
	Xxxxx

	Learner’s License
	[bookmark: _GoBack]Xxxxxx

	Language Proficiency



	Language
	Proficiency Level

	
	Xhosa
	Excellent

	
	IsiZulu
	Excellent

	
	English
	Excellent

	
	Afrikaans
	Excellent

	Health Condition
	Excellent

	Mobile Contact
	Xxxxxx

	e-mail address
	Xxxxx



ACADEMIC PROFILE

Higher Education
Institution			:  Xxxxx
Duration			:  3 years
Qualification			:  National DiploMA in Human Resource Management

Education and Training
High School			:  
Year Obtained			:
Standard Attained		:  National Senior Certificate

	Computer Skills

	· Excellent in Microsoft Office Applications
· Microsoft Excel - Spreadsheet
· Microsoft word
· Microsoft Outlook 
· Microsoft Power Point
· Microsoft Publisher
· Basic use of LOGIS (Local Government Information System) & PERSAL
· ADOBE Photoshop for Graphic Designing 
· Web-Designing 
· Troubleshoot and Basic Computer Software Maintenance


	

	Personal Skills 
	· Good Planner and organizer 
· Good verbal and written communication skills (Telephone & E-mail)
· Excellent interpersonal skills 
· Good time management and punctual 
· Ability to pay attention to detail
· Client Service Skills
· Problem solving skills
· Professional confidentiality conduct
· Goal Orientated   

	Behavioral Attributes 
	· Committed
· Reliable 
· Curious (willingness to learn)
· Respectful
· Cooperative 
· Clean and Neat Individual
· Trustworthy 



	Sound Knowledge of Acts/Policies/regulations etc.   
	· Basic Conditions of Employment Act No 75 of 1997
· Skills Development Act No 97 of 1998
· Batho Pele Principles      
· Public Service Act No 103 of 1994
· APTCoD Policy updated 2013
· Labour Relations Act No 66 of 1995
· PFMA No 1 of 1999
· NQF Act No 67 of 2008
· National Road Traffic Act 93 of 1996
· Employment Equity Act 55 of 1998
· Public Service Regulations of 2016
· Skills Development Act of 1998
· SAPS Act 68 of 1995
· Criminal Procedure Act 51 of 1977




EMPLOYMENT PROFILE

	CURRENT EMPLOYER
	DEPARTMENT OF ROADS AND PUBLIC WORKS

	Directorate
	Expanded Public Works Programme (EPWP)

	Programme
	Accelerated Proficiency and Trade Competency Development Programme  

	Job Title
	Intern: Administrative Assistance 

	Key Responsibilities
	· Develop database & master list for recruitment of potential APTCoD learners based on database received from TVET Colleges based in Port Elizabeth.
· Typing of Memos, Monthly and Quarterly Reports, Service Letters, Reference Letters, Meeting Agendas and Minutes.
· Preparing the weekly travel schedule of APTCoD Programme Coordinator, schedule meetings and confirm appointments.
· Plan and Arrange Monthly meetings with APTCoD Learners.
· Answering of telephone and taking/conveying messages.
· Receiving and sending postal packages including CV applications of potential learners.
· Handle enquiries related to the Programme as well as directing visitor to relevant offices for further assistance.
· Receive and file learners site attendance registers, log – sheets and site progress reports.
· Liaise with relevant stakeholders via e-mail and telephone.
· Procuring of tools for learners at the beginning of their apprenticeship ensure they delivered on time.
· Request authorized CSD List from Supply chain for procurement of tools.
· Obtain CSD report online for RFQ winner in procurement of tools and training services for APTCoD Learners.
· Coordinate the Recruitment and Signing of APTCoD Employment Contracts. 
· Scrutinizing of specification for procurement of learners tools.
· Render efficient and sufficient public service with regards to enquiries about APTCoD.
· Compile specification of PPC and equipment; ensure delivery of protective clothing and tools to Regional APTCoD Learners.  
· Identify Suitable placement companies for different trades offered by the APTCoD Programme.
· Liaise with APTCoD Learners Host Companies to keep track of progress of learners on site.
· Handle incoming and outgoing calls to the office (e.g. Transfer calls etc.)
· Arrange venue, catering and necessary documents for Joint APTCoD and CIDP Quarterly Meetings with all Roads and Public Works Regions in the Eastern Cape. 
· Prepare monthly manager’s report for EPWP Reporting System.
· Arrange information for trade test applications of learners. 
· Plan and arrange training for learners with training providers (Select/Formal Training, Pre-Trade Training and Trade Test).
· Update General APTCoD files e.g. salary reports file, monthly and quarterly reports file etc.
· Monitoring of learners files to ensure audit compliance.
· Maintain correspondence with Head office with regards to procuring of Learners Protective Clothing that are outstanding.
· Follow up on Training reports of students and mail them to learners when they have exited the programme.
· Prepare, plan and coordinate information sessions about APTCoD.
· Update compliance information for Trade Test Application with regards to requirements to be able to trade test.
· Help fellow colleagues when they require assistance.
· Ensure that action is taken with regards to learner grievances.
· Hold discretion session to ensure that conflict between learners and their grievances are handled fairly (Social facilitation).
· Compile Action plan as a team for APTCoD Office.
· Compile Priority list based on Action Plan. 
· Liaise with skills development stakeholders and SETA’s with regards to new developments regarding policies and procedures within the building sector.
· Project management of establishing maintenance team.  
· Assist Programme Coordinator Liaise with Human Resource Management regarding Payment of APTCoD Learners.
· Compiling and issuing of Monthly Attendance Register, Progress Assessment Reports to learners as well as monitoring of leave forms
· Arrangements for Pre-Trade and Trade Tests
· Obtaining quotes from relevant Pre-Trade and Trade Test Accredited Training Centers with available dates to schedule training for APTCoD learners/Apprentices.
· Trade tests Application as per SETA Requirements
· Assist with following-up on outstanding Trade Test Certificates.
· Compiling Database of outstanding Trade Test Certificates
· Issuing of Training and Trade Test Certificates.
· General Administration.
· Data capturing on EPWP IRS system.


	Directorate
	Human Resource Management

	Unit
	ALL Sub-Sections

	Job Title
	Intern – Administrative Assistant

	Key Responsibilities
	
PERSONNEL TRAINING (SKILLS DEVELOPMENT & TRAINING)
· Responsible for receiving PMDS forms and checked if the forms are completed correctly, dates and Persal numbers are correct, and all the necessary documents are attached to the forms as well as assist should forms be incomplete. 
· Capturing PMDS quarterly reviews on Persal (#4.6.39)
· Compile and capture PMDS and payments (#4.6.40) as well as did calculations where necessary
·  Changing employee notches according to PMDS pay progression
· Responsible for making spreadsheets for all submitted work plan agreements.
· Attending as well as taking minutes at the training committee meeting which oversees the development of employees in the Department
· Schedule training on the Persal system (#4.4.2)
· Retrieve Department course Reports (#4.4.8)
· Provide secretarial support on PMDS Moderating Committee meetings.

EMPLOYEE WELLNESS

· Coordinating integrated employee wellness activities
· Taking minutes of Employee Wellness Committee meetings
· Responsible for facilitating promotion of Health, Safety and Wellness programs.
· Liaising with GEMS and Department of Health primary health care nurses and metro for sessions to provide for wellness day.
· Facilitating and implementing employee assistance programme such as: issue of substance abuse, coordinating training for peer educators, organizing training for first aid and fire marshals.

LABOUR RELATIONS

· Attending conciliation and arbitration for minutes taking.
· Admiration duties of legal documents
· Faxing, copying, scanning, delivery of such documents to Head Office.
· Responsible for ensuring that all cases are reported on Persal
· Responsible for writing summery of outcomes of hearings and any steps thereafter
·  Responsible for recording resolutions taken at labor management meetings.
· Implement grievance and representation
· Implement misconduct register
· Responsible for organizing venue workshop, liaising with the catering companies for refreshments.

CONDITOINS OF SERVICE

· Updating Persal  database
· Attending personnel enquiries
· Ensuring attendance registers are signed, up to date and corresponds with leave registers
· Implement termination of service (#4.7.1)
· Implementing leave gratuity on Persal (#4.5.4)
· Amend leave credits on Persal (#4.5.17)
· Amendment of capped leave credits on Persal
· Capturing home owners deductions on  Persal (#4.5.14)
· Capturing housing allowance on Persal (#5.3.13)
· Capturing leaves (annual leave, sick leave, special leave, family responsibility leave, incapacity leave and injury on duty) (#4.5.4) leave credit printouts on (#4.5.11).
· Implement performance bonus on Persal (#4.6.20)
· Implement pay progressions (1.5%) on Persal (#5.2.1)

RECRUITMENT & SELECTION

· Preparing documents needed for shortlisting & interviews
· Responsible for receiving applications and stamping them
· Capturing of  applications on mater list
· Responsible for doing submission for approval of accommodation, subsistence and travel allowance.
· Sending documents to H/O for advertisements.
· Responsible for creating salary and staff advance for special instruction
· Upgrading salary notch
· Typing transfer memorandums
· Typing of confirmation of employee letters when required to do so.

HR REGISTRY

· Opening new files for employees (SP, SH, & SL Files)
· Retrieve the leave copies on Request of HR
· Filing all HR documents to open and close files
· Deal  with all HR registry hand delivered mails, files, receive al mail, sort and dispatch mail
· Ensure that there is no file that leaves registry without being recorded.

	Period
	

	
PREVIOUS EMPLOYER
	
Xxxx

	Directorate
	Xxxxx

	Unit
	Xxxxx

	Job Title
	Xxxxxxx

	Period
	Xxxxx

	Key Responsibilities 
	· 


INFORMAL TRAINING AND SHORT COURSES
	COURSE NAME/ TRAINING
	INSTITUTION
	DURATION

	Breaking Barriers to entry into the Public Service.

Work Readiness

HIV/ Aids Student Awareness 
	Xxxxx

Xxxxx

Xxxxx
	5 days


5 Days

21 Days



EXTRA MURAL

· Event Organizing Talent shows for old age communities 
· Build a home campaign and procurement of material 
· Collection & Donation of clothes & sanitary products for Homeless Shelters 
(For girls between ages of 6 – 21)
· Podcasting
· Blogging


REFERENCES
Name and Surname:	Xxxxx
Company name:		Xxxx
Job title:			Director
Contact number:		Xxxxxx
Relation:			Supervisor / Director

Name and Surname:	Xxxxx	
Company name:		Xxxxx
Job title:			Deputy Director 
Contact number:		Xxxxx
Relation:			Section Manager

Name and Surname:	Xxxxx	
Company name:		Xxxxx
Job title:			Programme Coordinator 
Contact number:		XxXxx
Relation:			Supervisor
Curriculum Vitae of Bongolethu Kato
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