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PROFESSIONAL PROFILE 

PERSONAL 
SUMMARY

 I am a creative and patient PGCE SP&FET educator specializing in 
computer applications technology and business studies, with over two and 
a half years of experience in teaching, guidance, and counseling. I have a 
proven track record of improving test scores and delivering effective 
instruction.  

 

I excel at communicating complex information simply and engagingly, 
additionally, I have over six years of administrative and managerial 
experience. 

I have an extensive skills and knowledge in Communications, File handling, 
data capturing, assets reports, PEE records, liaising with clients, ordering 
office supplies, and liaising with clients telephonically and through emails 
and administration, I have over 6 years of administrative and managerial 
experience 

SKILLS & ABILITIES Classroom management  

Conflict management  

Leadership skills 

Computer skills 

Administrative skills 

EXPERIENCE LECTURER (INTERN), NORTHERN CAPE COMMUNITY EDUCATION &TRAINING AND COLLEGE 

Feb 2024- Present 

 Engaging in class teaching and learning, taking a leadership role in respect of the 
subject, learning area, and phase.  To plan, control, administer, and report on learners' 
academic progress` 

 (Administration) coordinating and controlling all the academic activities of each 
subject taught, interacting with all the stakeholders. 

 (Communication) co-operating with colleagues of all levels to maintain a good 
teaching standard and progress among students and foster administrative efϐiciency 
within the center 

` 

CLIENT SERVICE AGENT, TAXI RECAPITALISATION SOUTH AFRICA 

2019 Sep- 2024 Jan 



Page 2 

Managing and monitoring the office, ordering office supplies, liaising with clients 

telephonically and through emails, maintaining the filing system, compiling inspection packs, 

physical inspection of taxis, and clearance of engines and chassis 

 

EDUCATOR, KATAMELO PRIMARY SCHOOL 

2019 Jan- 2019 AUG 

Encouraging student participation in lessons and other school-related activities, 

maintaining accurate records of learners' attendance and academic progress, preparing 

lessons, and educating learners at all levels, these preparations include assigning 

homework assignments that help them understand what they are studying throughout each 

learning unit. 

EDUCATION SOL PLAATJE UNIVERSITY, ADVANCE DIPLOMA IN MANAGEMENT 

Business research, Strategic management, Managerial finance, Human resource 
management 

CENTRAL UNIVERSITY OF TECHNOLOGY FREE STATE, POST GRADUATE CERTIFICATE IN 
EDUCATION 

Professional studies, Education, Introduction to research, Methodology computer 
applications technology, Methodology Business studies  

CENTRAL UNIVERSITY OF TECHNOLOGY FREE STATE, DIPLOMA OFFICE MANAGEMENT AND 
TECHNOLOGY 

Information administration, Business Administration, mercantile law, business Studies, 
business accounting, legal practice, Communication, human resource management 

COMMUNICATION Excellence in verbal and written communication, confident, articulate, and 
professional speaking abilities, excellent presentation and negotiation 
skills 

REFERENCES Mrs. I Lekau 

[ Helen Joseph CLC Manager, Northern Cape CET college ] 

[ 0734705422] 

Mrs. L Mabea 

Wife 

[0737972784 ] 

Mr. P Mtwane  

[ Satellite Manager, Northern Cape community Education and training 
college] 

[ 0634788664] 
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