CURRICULUM VITAE OF

DESWINA ASPELING
Address:  18 St William Road 
        



         Seawind
Steenberg
7945
Cape Town, RSA

Tel:  +2721-702 0288
Fax:  n/a
Cell:  + 2773 205 7606
                                                                                                         
           E-Mail daspeling109@gmail.com


My interpersonal strengths include a friendly, reliable, honest and trustworthy person.  I am ambitious, can work well under pressure and will work hard to achieve corporate goals and objectives.  

PERSONAL INFORMATION

Surname




:
Aspeling
Name (s)



:
Deswina
I.D




:
8106260207086
Date of Birth



:
26 June 1981
Age




:
28 years

Sex




:
Female

Marital Status



:
Single
Dependant(s)



:
None
Health




:
Excellent

Languages



:
English; Afrikaans
Drivers License



:
Code 08
EDUCATIONAL QUALIFICATIONS

Highest Grade Passed


:
Matric (1999)

School




:
Zwaanswyk High
Subjects (all passed)


:
English HG; Afrikaans HG; Biology HG; Typing SG 







  
Geography HG; Maths SG
PROFESSIONAL QUALIFICATIONS

Degree obtained




Bachelor of Commerce - September 2007 (University of the Western Cape)
Able to use:

Microsoft Word, PowerPoint, Excel, Internet, Email and Outlook, Pastel Evolution; Magic Runtime, AccPacc, VIP Payroll.
EMPLOYMENT RECORD
Name of Company:
SA Red Cross Air Mercy Service
Human Resources Administrator (April 2008 – Current)
Duties & Responsibilities

Payroll administration: Terminations, engagements, promotions, increases, deductions, garnishees, processing Ad hoc claims.

Tax year end IRP5 recons, Easyfile

Recruitment and selection, updating and drafting job descriptions
Maintaining vacancy database on the company website
Exit interviews
Induction
Co-ordinate staff training, 

WCA claims, 

Employment Equity

Liaising with Medical Aid Broker                                                                       

Administrative duties: promotion and increase letters, general notices, regret letters, 
Employment contracts, leave audits
Maintain employee files.
Time and Attendance 
Compiling monthly HR reports. 

Updating the organogram.
Name of Company:
Transmart Logistics (Pty) Ltd
Human Resources Administrator (June 2007 – April 2008)
Duties & Responsibilities
Interviewing, recruitment, induction, job descriptions

Coordinating training

Policies and procedures

Disciplinary hearings, liaising with Trade Unions

Payroll administration VIP Payroll – 350 staff members


Uniform issues

Time management (Ecotime, TNA)

Data Capturer/Debtors Clerk (September 2004 – Jun 2007)
Duties & Responsibilities

Costing of waybills

Capturing debtors invoices

Checking and capturing creditors invoices

Allocation of payments

Creditors Recons

Maintaining inventory codes
Maintaining client rate sheets

Checking mail, filing, faxing

Reason for leaving: No growth prospects
Name of Company:
Express Air Service (Pty) Ltd
Debtors Clerk (July 2000 – August 2004)

Duties & Responsibilities
Preparing waybills

Capturing waybills

Sales reports

Issuing cheques, orders

Capturing cashbook, journals

 Reason for leaving: More challenging position
Reference:
Mr Mike Knutsen – Financial Director + 2772 200 3260

Mr Martin Hogg – Managing Director +2782 807 0143

Mrs Leana Kennedy – Accountant +2784 581 9397
Mrs Perdita Smith – Debtors Supervisor +2778 146 5125


