CYNTHIA MOLEBOGE MADIMABE

    2044 ZONE 4 LETLHABILE 0264 • Cell: 0733834478\0762132724

 • E-mail: dellebracy @yahoo.com

	
	Profile


Marital status: single
Gender: Female
Date of birth: 20 0ctober 1982

Citizenship: South Africa

Health: Excellent
Criminal Record: None
Driver’s license: Yes

	[image: image1.jpg]



	Education


Name of Recent School Attended

2000

Matriculated

Micha kgasi high school

North West Province

· 2009

University of North West

Bachelor of Science in Biology-Psychology 

            Courses

· Biology i,ii,iii

· Chemistry i,ii,iii

· Psychology i,ii,iii

· Computer Information System

· Physics

· Management

· Mathematics
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	Skills


Communication skills (Written, verbal and listening),Stress tolerant, Computer literate,Perfomance                  driven, Team player,Perfomance driven, work best independently, always working towards goal achievement and eager to learn, sense urgency,Analytical,flexible for any challenge, organized and Self Motivator very calm.
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	Work Experience


2010 to date
Name of Employer, Position and Responsibilities
        Mokoto General Construction (Administrator/Secretary)

· Managing all the administrative duties
· Providing procedural advice to the manager and staff supervisor
· Inbound and outbound calls

· Liaison with clients

· Responding to all queries from clients and insurance companies

· Filling of documents and receiving of mail via internet and postal
· Preparing and processing invoices and reports and data capturing

· Maintaining records and performing bookkeeping

· Setting appointments with clients and organizing daily staff activities 

2009

Name of Employer, Position and Responsibilities

Nedbank

· Business Development Officer

· Sales Lady
· Interacting with clients

· Attending business meetings

· Networking with different companies
2007 - 2008
Name of Employer, Position and responsibilities

UNISA FLORIDA (Administrator)
· Allocating student numbers

· Retrieving and receiving records

· Filling

· Arranging Documents

· Preparing and transferring inactive files

· Dispose records

· Index files and documents
· Data capturing 
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	Activities


 Reading, Listening to Music, Going to church, Camping, doing aerobics and Road trips.
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	References


           Mr. Green Mokoto 

           Mokoto General Construction

           Office: 018 381 7632

           Cell   : 072 139 4774

           Anneke Cotzee

           Area sales manager Nedbank

           Office: 012 369 6560
           Meisie Du Plessis
 

              Unisa Record Keeping Manager
             

              Office: 0114712991



              Cell   :  0837203068
           Emmanuel’s agency (Unisa project)

           Office: 0129907300

