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I am really proud and confident of my abilities a Human Resources Generalist and a competent Administrator, but know that my biggest contributions in my working life have been made through education (teaching, tutoring, training and mentoring). My vast experience as an organizer and manger evidence many achievements and have allowed me to leave very real and positive changes on many occasions.

The extremely varied and stimulating positions that I have occupied in my past, have all had as their focal point Human Resources, in one form or another and I feel that I gained very valuable experience through them. I have tremendous respect for various aspects of the working environment and I believe this is as a direct result of having worked under so many different sets of circumstances.

 I have extensive administrative and organizational experience, both in the public and private sectors and am a competent organizer and coordinator, especially in situations that involve people dynamics. My ability to solve complex matters in innovative and professional ways, and to perform under pressure have been noted. I have no problem working to deadlines while ensuring that all relevant variables are constantly kept in mind.

I really enjoy being involved in consultations with role-players and consider myself a good team player when seeking solutions for implementation. I do not shy away from taking a leadership role to attain goals and achieve objectives.

My administrative experience has included policy development and the writing of various documents governing aspects of Human Resources and organizations as a whole. These documents include Procedural Manuals.
As a result of being involved with the development of various policies, I have been involved with training Role Players and other employees and found that it is in this area that my experience and contribution has had the most impact in terms of change to working environments.

I believe that in view of the above information, I am in a position to add great value to an organization. In 2005 I completed a Post Graduate Qualification in Project Management at the University of Cape Town's graduate School of Business. This has served to re-enforce my great passion for achievement which can be applied equally to teaching a young child to learn a new concept or to an organization progressing towards its vision.
I feel confident in offering my services to a single employer who would offer me long term stability and commitment in return, as this is what I now desire.

Should you require any further details or the names of referees, please do not hesitate to contact me and the required will be supplied.

Janet Hartzenberg
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LAST NAME :



Hartzenberg

FIRST NAMES :


Martha Janet (calling name : Janet)

NATIONALITY :


South African

MARITAL STATUS :


Single

CONTACT TELEPHONE : 

+ 971 50 3741361

IDENTITY NUMBER :


South African Identification number - 6109230048087

PASSPORT NUMBER :                              South African Pass Port -443658516

TERTIARY QUALIFICATION : 
BA Degree (Human Sciences – Natal University – 1985)

PROFESSIONAL TRAINING : 

Personnel Management (OK Bazaars – Retail – 1986)

Junior Manager (Commissioner for Administration – 1993)

Teacher Training (Hess – Taiwan 2000)

TEFYL (Shane – Taiwan -2002) 

Project Management (University of Cape Town Graduate School of Business – September 2005)

EMPLOYMENT HISTORY

The information given below gives details of ALL previous work experience, reflecting short-term contract positions as well as longer term employment. 

01/06/86 – 28/02/87


University of Natal

Reception \ Liaison duties (Reason for leaving: To travel internationally and work while doing this)

16/06/87 – 28/02/89
Kwa Zulu Natal Provincial Administration Administrative Officer: Social Welfare (Reason for leaving: To further education by accepting Human Resources Training Program with Retail company)

01/03/89 – 30/09/90


OK Bazaars

Personnel Manager (Reason for leaving: To move back to home town for family reasons after qualifying as top student in Human Resources for company))

01/10/90 – 31/01/91


Kwa Zulu Natal Provincial Administration

Administrative Officer: Social Welfare (Reason for leaving: Was Head Hunted by University of Natal)

01/02/91 – 30/09/91


University of Natal

Science Faculty Officer (Reason for leaving: To move to new town for with potential marriage partner)

10/03/92 – 30/11/94


Kwa Zulu Natal Provincial Administration

Senior Personnel Officer (Reason for leaving: Was head Hunted by Trade Union)

01/12/94 – 30/04/95


Public Servants Association

Liaison Officer (Reason for leaving: Trade Union activities often went against my believe in strong management and discipline)

27/09/95 – 10/11/95


Richtek Technical College

Lecturer (Reason for leaving: Completed Short Term Contract teaching in place of ill lecturer)

13/11/95 – 29/02/96


University of Zululand

Recruitment Officer (Reason for leaving: Completed contract to establish professional recruitment policies and procedures)

01/03/96 – 30/06/96


Natal Technikon

Administrative Officer (Reason for leaving: Extended violence and disruptions on campus due to political instability of region)

17/09/96 – 28/02/97


Varsity College

Administrator (Reason for leaving: End of Contract to Manage Admissions office while manager was on maternity leave)

09/03/97 – 16/05/97


Eskom

Training Co-ordinator (Reason for leaving: Completed short term contract to assist with updating training manuals and training schedules)

19/05/97 – 30/06/98


Feralloys Ltd - Mining

Human Resources Officer (Reason for leaving: Riots and violence at mine)

06/01/99 – 06/07/99


Kwa Zulu Transport

Human Resources Manager  (Reason for leaving: Completed contract to assist with staff retrenchment)

12/07/99 – 10/12/99


Eskom

Training Co-ordinator (Reason for leaving: End of Short Term Contract to update and expand training center operations)

01/02/00 – 26/06/00


Public Servants Association

Labour Relations Officer (Reason for leaving: End of Short Term contract to down size operation)

30/06/00 – 31/05/01


Hess Educational Organisation -Taiwan






Teacher (Reason for leaving: End of one year contract)

17/09/01 – May 2001


Wesgro – Trade and Investments Organisation

Aftercare Officer (End of Short Term contract to establish After Care Desk)

August 2001 – June 2003


Shane Educational Organisation - Taiwan

Teacher (Reason for leaving: End of one year contract and outbreak of SARS)

July 2003 – April 2004


Assmang – previously known as Feralloys Ltd – Mining

Human Resources Officer (Reason for leaving: Contract complete and violent riots at plant)

May 2004 – July 2004


Kwa Zulu Natal Education Department

Office Manager (Reason for leaving: Short Term contract to establish office of new minister of Education complete)

August 2004 – July 2005
International School of Choueifat – UAE (Reason for leaving: End of one year contract)

April 2006 – June 2006
Outsourcing Consultants – Dubai – Senior Human Resources Consultant (Reason for leaving: Contract complete)

September 2006 – May 2007
Centennial University of Dubai – Student Advisor/Policy Officer (Reason for leaving: Head Hunted by George Mason University)

May 2007 – May 2009
George Mason University – Ras Al Khaimah Executive Assistant to the Vice President (Reason for leaving: University withdrew operations from Ras Al Khaimah and closed campus)

10 July 2009 – to 15 October 2009
RAK FTZ Authority – Executive Secretary (Reason for leaving: The position I was appointed to would not fulfill my career ambitions and the specific tasks expected of me were not in line with my experience, personality or qualifications. I decided to leave after very careful consideration and at a time that I was required to assist my mother in her illness until she passed away in February 2010.)
March 2010 to present
Al Wahda Private School, Sharjah – Supervisor: American Primary Section
HIGHLIGHTS IN THE WORK ENVIRONMENT

1. Rewrote the Grievance Procedure for the Kwa Zulu Natal Provincial Administration.

2. Rewrote the Induction Training Programme for the OK Bazaars (retail group).

3. Set in motion a new policy for Internal Communication at Feralloys Ltd.

4. Introduced the Star of the Month Award system at the OK Bazaars to curtail absenteeism and to improve staff morale.

5. Was appointed Personnel Manager of the Natal Flagship store of OK Bazaars after having completed the full training required in a record time of only nine months. While I was Personnel Manager at this store it was the only store that did not go out in the OK Bazaars National Strike.

6. First Personnel Manager in the OK Bazaars group to be presented with a full company car in recognition of work done.

7. Was elected by staff to be trustee of their newly established Provident Fund at Feralloys Ltd.

8. Established the first fully comprehensive and relevant database of applicants and re-wrote the Human Resources Procedure manual for Feralloys Ltd.

9. Was instrumental in establishing a more operational Recruitment Office for the University of Zululand.

10. Was instrumental in exposing the corruption in the Human Resources Department at the University of Zululand. This led to Disciplinary steps being instituted against the Human Resources Manager.

11. Was instrumental in maintaining some form of administrative credibility at the Pietermaritzburg Branch of the Natal Technikon during the turmoil on campus during 1996.

12. Lectured Personnel Management and Office Practice at Richtek Technical College in such a manner that the Principal of the college was prepared to request special permission to appoint me permanently to a lectureship post without the required teaching qualification.

13. Started a monthly Newsletter for the members of the Public Service Association in Kwa Zulu Natal as a service to members and as a communication tool for the organisation.

14. Started an Aids awareness campaign for the members of the Public Service Association in Kwa Zulu Natal.

15. Most junior (rank wise) employee to ever be appointed as Grievance Officer in the Kwa Zulu Natal Provincial Administration.

16. Very successful and popular Teacher in both Taiwan and the UAE. The number of pupils in my classes increased to the maximum number at all three schools while I was the teacher there.

17. Was co-ordinator for the completing of the Accreditation Application for thirteen programs for the Centennial University of Dubai.
18. Was instrumental in keeping the confidence of employees and students when the university of George Mason, Ras Al Khaimah was facing major challenges regarding its continued operations.

19. Initiated, compiled and distributed the GMU-RAK Weekly Update as a communication tool for the George Mason University community.

20. Initiated, planned and managed the Staff Activities Day at GMU-RAK as a team building exercise for employees.

21. Developed and taught various Professional English Communication courses for GMU-RAK. These courses were taught to various Government Departments and to final year high school scholars.

22. Drew together the Arabic and American Sections of the Primary Section at the Al Wahda Private School to such an extent that the Primary Section became more united and positive than it had been for a long while.
HIGHLIGHTS OUTSIDE THE WORK PLACE

1. Secretary of the South African Association of University Women.

2. Commissioner for the Red Cross for the Kwa Zulu Natal Midlands area.

3. Tutoring all levels of children and adults – English, Social Skills and related subjects.
