	 23Alice Street 

 East-Lynn 

 Jan Niemand Park
 0186
	Phone: 079 5394450 (cell) or
           072 7966771 (cell)
 


Delano Damons
	Personal Information


	ID: 8602125203088
Marital status: Single  Male 

Nationality: South African 

No Criminal Offences

Very Good Health

Drivers Licence Code 08

	Languages
	Afrikaans (Speak, Read, Write)

English  (Speak, Read, Write) 

	Objective
	Energy with a positive attitude

Self Motivated and Punctual

Extremely dedicated to my work 

	Profile
	Computer literate (MS Word, Excel, Power Point, Outlook, Internet 

Communication and Interpersonal skills

Administrative, Telephone, Planning and 

 Organizing skills 

Good follow through

Team Player

Stress Tolerance

	Skills
	Computer literate (MS Word, Excel, Power Point, Email and Internet)

Communication and People skills



	Education
	Grade 12 – Harvey  Education High School 

English  (SG)

Afrikaans (SG) 

Business Economics (SG)

Economics (SG)

Criminology (SG)

 Mercantile Law (SG)



	Work Experience
	Meedi Business Enterprise

Administrative Officer-Temp

(09/01/06-31/12/06)

Administrative tasks

Collect and Deliver Documents at Suppliers Updating Information payments from Suppliers Receiving Correspondence from Suppliers Relating 
Accounts Enquiries

Making Photocopies and General Runabout

Filing Services Sending of Faxes

Zacthem Insurance

Administrative Officer-Temp

   (30/01/07-01/11/07)

Preparation of policy document files

Scanning of policy documents

Registering Incoming and Outgoing Mail

Posting Mail
Manage Telephone Enquiries


	References
	Harvey  Education High School

Principal:  Mrs. Smith
Tel:  012-8003486

Meedi Business Enterprise

Mr Edward Thompson

Tel: 0826792207

Zacthem Insurance

Mr.S.Koffman
Tel: 0285510937


