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Mabale Anastacia Mamabolo
****
	
	PERSONAL PROFILE
	


I am an independent person with direction and vision of what I want to achieve in life. I like to set realistic and achievable goals for myself. My personal strengths include the ability to have focus in whatever I am doing and making sure that I give my best effort.I have good interpersonal and people skills.I have the ability to take initiative and I am interested in learning with the understanding that every learning experience brings about success.

My career objective is to pursue a human resources management and administration, people relations career within South African industry sectors wherein I may be able to contribute effectively and competently to meet the company’s goals & objectives of the organization.
	
	PERSONAL DETAILS
	


	SURNAME
	Mamabolo

	NAME
	Mabale Anastacia

	DATE OF BIRTH
	1984 08 01

	IDENTITY NUMBER
	***

	CONTACT DETAILS
	073 326 3714
071 887 6939

m_mamabolo@yahoo.com

	NATIONALITY
	South African

	DRIVERS LICENCE
	Yes (Code B)

	
	

	LANGUAGE PROFICIENCY
	English (Read, Speak & Write)

Pedi (Read, Speak & Write)

Sotho (Read, Speak & Write)

Zulu (Read, Speak & Write)



	
	EDUCATION
	


	TERTIARY EDUCATION

	Name of Institution
	ROSEBANK COLLEGE

	Qualification obtained
	Human Resources Certificate

	Training provided
	Principles of Human Resources
Current context of HRM in South Africa

People Processes

Training and Development

Employee Relations

Challenges facing HRM

	Years of study
	2010


	Name of Institution
	University of South Africa (UNISA) – still studying 

	Qualification obtained
	Programme in Human Resources Management

	Training provided
	Human Resources Function

Labour Relations

Human Relations

Training and Development

	Years of study
	2012 – to be complete in 2013


	Name of Institution
	Cornerstone International

	Qualification obtained
	Call Centre Training

	Training provided
	Inbound Call Centre Training

· Telephone Etiquette

· Communication Skills

· Interview Techniques

· Inbound Call Management

· Basic and Advanced Customer Services

Computer Training

· Intro to MS Windows

· Microsoft Word

· Outlook Express

· Internet Explorer

· Desktop Navigation

Outbound Call centre Training

· Sales Training

· Cross Selling & Up Selling

· Debt Collection

· Negotiation and Assertiveness Skills

Questioning and Listening Skills

	Years of study
	2006


	Name of Institution
	Damelin Education Group 

	Qualification obtained
	Secretarial and Computer Skills

	Training provided
	Fundamentals of Communication
Business Calculations

Office Administration

Information Processing

	Software packages
	Microsoft Excel (Beginners)

Microsoft Excel (Intermediate) 
Microsoft Word (Beginners)
Microsoft Word (Intermediate)
Internet Explorer/ Living On-line

	Years of study
	2004


	Name of Institution
	Birnam Business College

	Qualification obtained
	Secretarial & Computer Skills Certificate

	Training provided
	Business Communication
Business Etiquette & Customer Care

Basic Bookkeeping

Business English

Basic Typing

Typing I

Typing II (35wpm) 
Basic Public Relations

	Software packages
	Microsoft Excel (Beginners) 
Microsoft Word Level 1

	Years of study
	2003


	HIGH SCHOOL


	Name of Institution
	Mathukana High School

	Grade obtained
	Grade 12

	Subject covered
	English, Northern Sotho, Economics, Biology, Geography, Science, Mathematics

	Year obtained
	2002


	
	WORK EXPERIENCE
	


Company              TAS Appointments and Management Services

                             122 Pybus Road, Sandton 

Position                Human Resources/Industrial Relations Administrator

Duties
·  Maintain and update the Group Hr Managers diary/Planner

· Safekeeping and maintaining of accurate employee systems records and personal files.
· Inductions - Issued new employees with an information pack, and monitoring of performance meetings. 
· Compilation of new engagements, transfers, promotions, demotions, and dismissals 
· Pagination of Documents in-preparation for Labour Court and CCMA cases
· Handle maternity, paternity, adoption and parental leave processes and queries
· Conducting of employee Exit reports and Employee Induction.
· Assist the HR Manager with the development and maintenance of human resource policies and procedures
· Provide support in investigations for disciplinary and grievance procedures

· Updating of CCMA and Labour Court Cases

· Assisting with reporting for employment equity
· General office Administration for the Site Accounts Managers and Group Hr Manager 
· Conducting interviews on employees
· Probation review for employees 

· Ordering stationary for the department
· Filling of employee recruitment documents and ensuring that recruitment files are complete and submitted to payroll in time
· Report writing for the Department

· Reference check, ITC checks on successful candidates

· Uploading new employees using CRM system

· Liaising with the South African Post Offices (SAPO) to obtain information about disciplinary Hearing and Dismissal in the business Units.

· Compilation of weekly and monthly CCMA completed cases reports.

· Diarising a CCMA processes date and Outcomes 

· General secretarial support to Group Hr Manager e.g. Typing, Organising meeting, Faxing and Scanning

Period                         2011 September - To Date
	Company        
	National Health Laboratory Services (NHLS), 7 Charles de Gaulle Str, Highveld Park, CENTURION

	Position
	Human Resources Officer

	Duties
	· Performing PA duties for HR Manager and HR Supervisor

· Assisting Human Resource Manager/Supervisor with queries.

· Organizing traveling arrangement for Hr Manager/Supervisor. 

· Conducting reference check, ITC checks on successful candidates.
· Conducting Exit interviews on employees.
· Prepare regret letter for short listed candidates.

· Report writing for the Department.

· Arrange meetings and interviews for both Hr Manager and Supervisor.

· Perform Administration duties for the department.

· Filings of employee recruitment documents and ensure that recruitment files are complete as per standard operating procedures to ensure that the national Recruitment and Selection procedures are adhered to.

· Preparing recruitment packs with employment contracts and relevant documents for new employees.
· Typing of letters, renewal of Fixed Terms contracts, conversion contract (students going on permanent) salary confirmation letters, confirmation of resignation letters, and letters of appointment.
· Updating organograms of the regions and submitting it to the HR manager.

· Ordering of stationery for the Department.

· Liaise with business units to obtain recruitment and/or employment documents required to legally employ and employee in the NHLS according to standard operating procedures.

· Responsible for general office administration in the department including maintaining the duplicate filing system as per business requirements.

· Ensure that all documentation is complete, accurate and timeously boxed and transported to the corporate office as required in terms of NHLS HR procedures. 

· Admin and capturing of employee leave records on the Oracle system

· Preparing employment contracts/agreement for new employees.

· Receiving and sending request to advertise and sending them to the head office for advertising/Bulletin. 

· Liaise with national HR department to address queries raised and/or problems encountered on any general HR procedure to ensure that data is accurately and efficiently communicated to the corporate office according to standard NHLS procedures

· Check employment applications to ensure that application forms are fully completed in line with standard operating procedures.

· Perform any other reasonable tasks as assigned by direct line manager

· Loading of new employees using Oracle system.

· Responsible for compiling of the internal bulleting and external advertising of vacant posts to ensure efficiency and the proper application of all relevant HR Policy and procedures.

· Resolves queries with regard to any aspects relating to appointments, salaries, pay zones, pension, UIF, medical aid in accordance with HR policy and standard operating procedures.

	Period
	2008 – August 1st to 2011 January 


	Company
	National Health Laboratory Services (NHLS), 1 Modderfontein Road, SANDRINGHAM, 2131

	Position
	Receptionist/ Switchboard Operator

	Duties
	· Answering, transferring and following up on all incoming, and Out-going phone calls.

· Interacting with visitors and staff members.

· Placing phone calls and taking messages on behalf of staff.

· Ensuring that the reception is at all times neat and tidy, that Visitors are comfortable.

· Making sure that all mail and specimen received are send through to the right people in the laboratory.

· Doing write-off using Oracle System.

· Capturing and printing of invoices using Oracle System and updating patients’ details.

· Updating patients’ details and phoning them to confirm their details.

	Period
	2007 – February 1st to 2008 July


	Company
	Dimension Data, Sloane Street, BRYANSTON, 2021

	Position
	Receptionist/ Switchboard Operator

	Duties
	· Answering of a large switchboard: ±22 Companies and ±500 extensions
· Answering, transferring and following up on all incoming, and Out-going phone calls.

· Interacting with visitors and staff members.

· Placing phone calls and taking messages on behalf of staff.

	Period
	2006 – September to 2007 January


	Company
	The Media Shop Advertising Agency, 138 Kelvin Drive, Morningside Manor, SANDTON

	Position
	Receptionist

	Duties
	· Answering of a large switchboard: ±20 incoming lines and ±80 extensions

· Taking messages for the staff and directors

· Welcoming clients in the reception area

· Responsible for the signing of all deliveries and then ensuring the relevant person is notified including Courier service, mail, daily newspapers

· Faxing and filing

· Welcoming clients on arrival at the reception desk.

	Period
	2005 – September to 2006July


	
	REFERENCE
	

	Reference
	Mr. Simon Mabusela
HR Manager – National Health Laboratory Service (NHLS)

	                               
	Cell:     : 27 0 84 821 2129
Tel       : 27 0 11 861 0504 


	Will comment regarding my work, job responsibility at National Health Laboratory Services (NHLS) in Centurion


Reference                                 Edith Kotelo

                                                  Payroll Officer – National Health Laboratory Services 

Contact Details                         Tel: 011 386 6000

Will comment regarding my work, job responsibility at National Health Laboratory Services (NHLS) in Sandringham

	Name of referee
	Mr. Billy Makgapetja
Senior Switchboard Operator

	Contact details
	Tel    : 0027 11 575 0000 (switchboard)


	Will comment regarding my training and education at the Dimension Data


	Name of referee
	Ms. Virginia Hollis
Media Director

	Contact details
	Cell    : 27 0 82 903 8842

Tel    : 27 11 258 4000 (switchboard)

         : 27 11 258 4009 (direct)

	Will comment regarding my work as an administrator, job responsibility at the Media Shop Advertising Agency, Sandton
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