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PERSONAL PARTICULARS

	Place of Birth

Date of Birth
	Cape Town, South Africa
13/08/1982



	Marital status

Dependants


	Single

None

	Linguistic abilities
	English (read, speak and write well)

Afrikaans (read, speak and write well)


	Physical health

Criminal record 


	Excellent

None




EDUCATION

	Secondary Schooling

Last School Attended

Completed (Final Year)

Subjects 
	D.I.I.H.S

Matriculated  – 2000                    

English (HG), Afrikaans (HG), Mathematics (SG), Physical Science (SG) Biology (SG), Geography (HG),  Arabic (HG) 



	Tertiary Education

Qualification:

Completed :

Institution:

Major Subjects:

Qualification:

Completed :

Institution:

Major Subjects:

Qualification:

Completed :

Institution:

Major Subjects:

Qualification:

Completed:

Institution:

Subjects:
	Bachelor of Arts

2002 - 2004

University of the Western Cape

· Psychology 

· English 

· Linguistics

Post Graduate Certificate in Education

2005

University of the Western Cape

· Education

· Method of School Guidance

· Method of English

Management Development Programme

2007

University of Stellenbosch

· General Management

· Marketing Management

· Financial Management

· Human Resource Management

Honours in Business Administration
Two modules outstanding
University of the Western Cape

· Principles of Management

· Employee Management

· Economics for Managers

· Marketing Management and Organisation

· Materials and Supply Management

· Management Information Systems

· Small Business Management

· Project Management

· Strategic Management

· Operations Management



	Additional Qualifications and Courses 
Qualification:

Completed :

Institution:

Qualification:

Completed:

Institution:

Qualification:

Completed :

Institution:

Qualification:

Completed :

Institution:


	Filing Course: Plan , Monitor and Control an Information System 

August 2006

D.E.A.L Training 
Small Business Management and Planning 

July 2007

SEDA/ University of the Western Cape 

Emotional Intelligence

September 2007

FASSET

Tubingen - South Africa: Cultural Exchange Programme
January 2009

Eberhard Karls Universität – Germany 



PROFFESSIONAL AFFLIATIONS 

	SACE Certificate 

( South African Council for Educators) 


	Registration Number: 1125624


CAREER HISTORY

Part Time Employment

Company:

Information and Communication Services - University of the Western Cape

Period:
January 2003 ~ December 2005

Position:
Senior Assistant 

Responsibility:      

· 1st level support and technical assistance
· Network administration, software and hardware support and troubleshooting

· Assisting with the project roll out of  new computer laboratories and the revamping of existing ones
· Monitoring and controlling the attendance of subordinates

· Data capturing of faxes, email and filing of documents.
· Customer service, dealing with customer queries 
Company:
Modderdam High School

Period:
July 2005 – October 2005
Position:
Student Teacher

Responsibility:      

· Teaching English and Life Orientation to Grade 8 – 10 learners

· Planning, preparing and presenting lessons that cater for the needs of the whole ability range within the classroom

· Identifying, selecting, and modification of instructional resources to meet the needs of the students with varying backgrounds, learning styles, and special needs
· Organising the classroom and learning resources to create a positive learning environment

· Motivating pupils with enthusiastic, imaginative presentation
· Meeting requirements for the assessment and recording of pupils' development

· Preparing and marking to facilitate positive pupil development
· Substituting in accordance with school’s philosophy, goals and objectives.
· Assisting in upholding and enforcing school rules, administrative regulations, and School Board Policies
· Maintaining effective and efficient record keeping procedures
· Communicating effectively, both orally and in writing, with students, parents, and other professionals on a regular basis.
· Modelling professional and ethical standards when dealing with students, parents, peers, and community.
· Meeting professional obligations through efficient work habits such as: meeting deadlines, honouring schedules, coordinating
Full Time Employment

Company:
Post Graduate Enrolment & Throughput Project - University of the Western Cape

Period:
March 2006 – July 2007
Position:
Senior Project Officer 
Responsibility:      


· Ensure the smooth running of 5 computer labs and oversee the daily coordination and functioning of these facilities
· Assisting student and faculty/staff users regarding the use of supported software applications and hardware
· Co-ordinating and monitoring the activities of the staffing component
· Liaising with staff and setting up appointments on their behalf
· Liaising between departments W.R.T maintenance of the facility
· Maintaining records of services and lab usage for assessment and planning.

· Developing policies and procedures to ensure efficient lab operations and quality service.

· Promoting the services available in the computer lab to clientele.

· Assisting with Academic events i.e. Education Conference 2006 and co-ordinating the technical assistance for these events. 

Company:
Gab Consulting 
Period:
August 2007 – August 2008
Position:
Manager – Skills Development and Research
Responsibility:     

· Conducting research and the compilation of reports based on findings

· Facilitation of training and other workshops

· Custodian of the company’s accreditation details

· Compilation of training manuals

· Compilation of business plans

· Co-ordination and management of projects

· Customer and client liaison on a day to day basis in a well structured, but high-energy environment
· Planning of events in order to market company effectively

· Managing the portfolio of potential staff and existing staff.

· Daily operations sessions with management to ensure smooth running of the business. 

· Meeting administrative deadlines. 

· Identification, compilation  and submission of tenders based on government standard procedures
· Induction and support of new staff members 
· Working with relevant stakeholders to understand and document requirements of the business to feed informing decisions 

· Strategic analyses of contract and implementing procedures and protocols to improve customer service and creating practices to enhance the relationship with the general public sector that we serve.
Company:
 Zag Consulting 

Period:
 October 2008

Position:
 Fieldwork Researcher

Responsibility:     

· Understanding and adhering to study protocol, other appropriate regulations, procedures and policies
· Assisting with ensuring site compliance with study protocol, all relevant procedures, policies and regulations. Maintaining confidentiality of study participants
· Approaching potential study participants in the sample for study participation. Pre- screening the potential study participants for study eligibility according to the study protocol
· Defining and refining research objectives; 

· Administer screening and enrolment consents, and some questionnaires to potential study participants. Conducting study follow-up visits
· Carrying out or directing field work to gather information;

· Responsible for collecting data from various stakeholders identified

· Assisting with note taking during focus groups
· Facilitating of workshops and overseeing survey completion
· Assisting in preparing and maintaining up-to-date study participant files
· Preparing and reporting findings and disseminating results, both orally and in writing;
REFERENCE

1. Dr. Edna Rooth 

Former Lecturer – Post Graduate Certificate in Education: University of the Western Cape

+27 83 255 3029

E-mail: ednarooth@iafrica.com
2. Mr. Craig Knoll 

Former Business Planning and Development Manager: GAB Consulting 

+27 82 757 0799
E-mail: craig.knoll@gmail.com
3. Mr. Amien Salie 
Technical Supervisor - Information & Communication Systems (ICS): University of the Western Cape

+27 21 959 3156 / +27 82 669 9612
Email: masalie@uwc.ac.za
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