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Profile:
A highly astute and responsible individual, who has the aptitude to succeed in an extremely competitive environment whilst consistently striving to achieve meritorious standards of work, is seeking to pursue a successful career.  A quick learner with strong work ethic who is also team spirited, self-motivated, resourceful, reliable, honest and a very committed individual.
Skills:
· Excellent interpersonal and communication skills

· The ability to work within a team and individually

· Driven to learn and apply new ideas and skills

· Problem solving 
· Number skills 

· Proven ability to work to stringent deadlines

· Able to adapt quickly to challenges and changing environments 

· Excellent customer service

· IT-Completed courses in Windows Vista Home Premium, Microsoft Word 2007, Microsoft Excel 2007 and Microsoft Power Point 2007

· Languages: Bilingual – English and Afrikaans
Many of the above are demonstrated from the positions of responsibilities undertaken, employment history and education
Academic History:
100 hour TEFOL Certificate to teach English to foreign students                 12.2009 – present
University of Cape Town



                                     02.1989 – 11.1992
BA (Social Science/Psychology, Biblical Studies & History) NQF level 7 - Fais complient
Modules
	· Clinical Psychology 
	· Biblical Studies


Milnerton High School, Cape Town                                                                 01.1984 – 12.1988
Matric with Exemption
Career History:

Hongseong Technical High School, South Korea



07.2009 - Present

Teaching English as a Foreign Language via the EPIC Programme in Korea
Absa Bank, Wynberg, Plumstead & Sanbel Branches                                   05.2006 – 06.2009
Business Manager: Small Business Banking Services
· To manage a large portfolio of Existing and start up Small Business Clients by:

· Achieve challenging sales and income targets

· The recruitment of start-up business and supporting their growth and development

· Proactively cross-selling products to existing clients
· Managing customer satisfaction and retention

· Providing advice and support to clients and colleagues

· To manage credit and portfolio risk 

· To manage own career and personal development
Role objectives and responsibilities:
· Income growth and client acquisition

· Maintain and grow portfolio value (income) in line with agreed targets by:

· Actively and professionally looking for new and improved ways to recruit start up clients via own efforts or by building effective networks with other areas in the bank or external agencies
· Identify sales and service opportunities with existing clients and expand assigned portfolios through product optimisation and profitable cross selling
· Actively participate in all sales campaigns, aiming to achieve and exceed all individual and team targets

· Customer retention and satisfaction:
· To take full responsibility for client satisfaction standards

· Focus on understanding the needs of Small Business customers with a specific focus on Start-ups
· Responsible for managing the Small Business customer contact strategy and minimum service standards

· Risk and vigour:

· Understand and apply the relevant governance and compliance procedures to activities undertaken and maintain ongoing completion of relevant governance and compliance training, e.g. NCA, FAIS, Competition Commission and Sanctions etc. 

Nedbank Retail Banking, Pinelands                                                                10.2002 – 04.2006
Personal / SME Banker

· To deliver the right sales and service experience by engaging with customers through customer-initiated and/or bank-initiated interactions with the Retail outlet

· Create the Retail Banking experience by: exploring customer needs; suggesting appropriate & innovative solutions; earning the business by matching the effort of the customer in the buying process; educating & navigating customers’ understanding & options; providing fast, courteous, efficient quality service that ensures client satisfaction and encourages loyalty

· Proactively initiating sales

· Building and maintaining intimate relationships with customers to ensure that their needs are met

· Ensuring sales and service targets are met
Nedbank Commercial Banking, Cape Town
                                                  02.2000 – 09.2002
Assistant Relationship Manager: Commercial Portfolio

· Relationship Management of existing client base

· Credit & Risk Management 

· Financial Statement Analysis

· Risk Rating Analysis

· Cash Flow Analysis

· Ensure acceptable ROE for the bank

· Processing all enquiries made by clients

· Preparation of credit applications for new facilities & annual reviews

· Client consultations for facilities 

· Attendance of training courses as identified for development needs

· Cross selling of products to clients
Nedbank Retail Credit, Cape Town                                                                 02.1998 – 02.2000
Credit Controller: Legal Collections

· Manage and control collections process of overdrawn current accounts & mortgage bonds

· Action daily excess report

· Preparations & submissions of monthly returns to Regional Office

· Control costs levied within laid down parameters

· Manage costs to recoveries

· Manage risks

· Identify & recommend provisions and write-offs where applicable

· Manage client retention or rehabilitation

· Interview arrear clients

· Deal with client queries and complaints

· To meet agreed targets as per Performance Agreement

Old Mutual Unit Trusts, Pinelands

                                                  09.1997 – 01.1998
Client Support Specialist

· Handling telephonic toll-free line client unit trust-related queries

· All related follow-ups, contacting clients to inform them of outcomes

· All related record keeping

ABSA Bank Cape Town

                                                              12.1992 – 08.1997
Credit, Sales & Operations
Credit:

· Credit Supervisor 

· Credit Analyst

· Securities Supervisor

Sales:

· Relationship / Sales Consultant

Operations:

· Corporate Teller/Teller Controller

· Enquiries Controller/Treasury

· Back Office Supervisor

· ATM Custodian
Additional Information:

Additional Training and Courses Completed
Nedbank                







02.1998 – 04.2006
Functional Training:

	· Legal workshop 

· Insolvency workshop 

· Foreign Exchange Services

· Customer Information System 

· Understanding your customer

· Personal credit assessment

· Securities workshop

· FAST – financial statement analysis

· FAST – projections of cash flow
	· FAST – interpretation of financial statement analysis

· Microsoft Word 97

· Microsoft Excel 97

· The Five Point Plan

· Nedliberate – factoring of debtors book

· Homeloans

· Asset Based Finance

· Nedbank Ten (Certificate of Accreditation held)

· Student Loans (Certificate of Accreditation held)


Life Skills Training:

	· Let’s Talk

· Peak Performance

· The seven habits of highly effective people

· Managing Complex Business relationships systems
	· Career planning

· Lateral Thinking

· Effective Business Writing

· Conflict Management


Sales Training:
	· Selling Skills for Retail Bankers

· Retail University
	· The Consultant Powerhouse




Absa                                                                                                                          since 05.2006
	· Absa Orientation

· FAIS Deposits 1A

· Money Laundering

· Performance Development Training

· Conflict Handling

· Negotiation Skills

· Stress Management

· Time Management

· National Credit Act

· Assertiveness
	· Portfolio Manager Role Essentials

· Internet and cell phone banking

· Windows XP, Internet 6.0 & Outlook 2003

· Basics of Collateral and Securities

· Collateral and Securities for Individuals

· Raising the Standard

· Know your Client

· Service Excellence

· Personal Mastery in the New Economy


· Bank Credit Management (Passed exam & assignment)

· ACSB Workshop (Credit Scoring System for Small Business)

· Collateral and Securities for Non-Individuals (Small Business)

Occupational Therapy:
	· Getting to know you

· Honour Life with Gratitude

· Healthy Boundaries within relationships

· Maintaining Healthy Relationships

· Defining Healthy Relationships
	· Understanding Co-dependency

· Forgiveness

· Assertiveness

· Fundamental Human Needs




ABSA Bank Cape Town

                                                              12.1992 – 08.1997

	· Cheque handling procedures

· Computerised telling

· Electronic funds transfer system

· Introduction to Advances

· Contractual capacities

· Cross-selling bank products
	· Securities documentation

· Credit checks

· Bond administration

· Cheque administration

· Financial statement analysis




Interests:

Reading, travel & teaching
References: Available on request
Mark Savage – Nedbank Tel +2721 4123000
Peter McKie - Nedbank – Mobile +27(0)829035465
Qaanitah Dollie – Nedbank – Mobile +27(0)793952300

Rachel Jewit – Absa Bank – Mobile +27(0)834772154
