Curriculum Vitae of Debbie Maitland
Personal Data

Surname:



Maitland
First Names:



Debbie
Identity Number:                              6102210243083
Home Address:


507 James Dewrance Crescent





Eersterust





Pretoria





0022
Telephone Numbers:


079 756 1238 or 078 248 2858
Nationality:



South African

Home Language:


Afrikaans (Read, Speak & Write)

Other Languages:


English (Read, Speak & Write)

Educational Qualifications

School:
Eersterust Secondary High School
Qualifications:


Grade 12 (1980)
Subjects:



Afrikaans







English 







Biology







Typing







Accounting






Business Economics

Institution:
Educare Night School

Qualifications:


Grade 12 (1996)
Subjects:



Afrikaans








English 








Biology







Typing








Accounting


                                                            Economics






Business Economics
Employment History

Previous Employment
Name of Company:


Greendoor Advanced Bond Originator
Position:



Office and Administration Liaison (2006-2008)
Job Functions:

· Submissions of Bond applications to the four major Financial Institutions on the comcorp system
· Follow up on applications with the Financial Institutions on a daily basis.

· Liaise with Attorneys regarding registration of the bonds on a weekly basis.
· Handling of homeloan queries with Financial Institutions and Attorneys amendments.

· Acting as Office Manager in Manager’s absence.

· Supervisor to 5 colleagues.

· Assisted with training manual and training of consultants.

· Did motivations to the Financial Institutions regarding decline applications for approval.

· Liaised with internal and external homeloan consultants on a daily basis.

· Assisted with monthly statistics
Previous Employment
Name of Company:


ABSA Homeloans (Call Centre and Mortgage 

                                                            Acceleration Centre) (1997-2005)
Position:



Team Leader 
Job Functions:

· Supervising 2 clerks in the affordable housing division. (1997)
· Checking of the “Consideration document” and dispatching of files to the Attorneys for lodging to the deeds office and registration of the property.

· Switchboard relieve when required.

· After deduction of staff the affordable housing section was closed down. (1999)
· Substitute for supervisor in charge of the Bond Originator division.

· Requesting of valuations and credit scoring

· Simultaneously did application on businesses and application of Access Bonds.

· Managing of queries from Estate Agents and Bond Originators on a daily basis.

· Assisted scoring clerks with training regarding application credit scoring and final instructions of “Mac Pacs” to the attorneys.
· Promoted to Team Leader of the Bond Originator department in 2001 in H/L division.

· Selected by Head Office to assist at Call Centre with restructuring (2003)

· Assisted at the Sales; Sales Support and processing unit with Homeloan, training.

· Involved in Business Strategies with Managers.

· Supervisor to 23 staff members.
Previous Employment
Name of Company:


Department of Public Works (1989-1997)
Position:



Senior Administrator Clerk
Job Functions:

· Paying of rates and taxes on properties registered in the name of the RSA.
· Adjustment of policies where necessary, Submissions to Director General in respect of third participations in the scheme in highly exceptional cases.

· Handling of submissions in respect of irrecoverable guarantee debt.

· Monthly reconciliation of payment to Campbell’s credit bureau.

· Kept up with satisfactions on a monthly basis in respect of irrecoverable guarantee debt.

· Handled telephonic queries in respect of policies with different departments and financial institutions.

· Training to state departments  regarding the Homeloan policy of government officials and financial institutions 

· Handling of general policy aspects.

· Tracing of pension monies for regional offices.
Period Employed:


1989-1997
Previous Employment
Name of Company:


Standard Bank (1982-1989)
Position:



Teller

Job Functions:

· Handling of unnumbered items. Clearing of agent banks entries to the Reserve Bank.

· Data Capture Operator

· Assisted with the reconciliation books in the absence of the appointed official.

· Supervising and review of 6 typist’s data input.

· Office liaison with computer centre regarding problems and deficiencies on the computer system.

· Promoted to teller on a 02 rank post (1986-1989)

· Promoted to ATM custodian and handling of the balancing of 2 ATM machines and Reconciliation books.
Period Employed:


1982-1989

