CURRICULUM VITAE OF JANE MATAU

PERSONAL DETAILS

Surname                           
 : Matau



First name


 : Jane

ID number


 : 8405070480085


Gender


              :Female 

Nationality


 : South African

Home Language

 : Tswana 

Other Language Speaks
              : English,Zulu,Afrikaans

Postal Address

              : 7921 Phase 4

                                                       Morula View





  Mabopane

 



  Pretoria





  0190


Work Tel                                      : 012 4278367

Cell Number

              : 0748540523

Hobbies


 : Singing,Puzzles and Sudoku

EDUCATIONAL QUALIFICATION

Secondary School

Last School Attended
               : Holy Trinity High School

Certificate Obtained
               : Senior Certificate(2001)Exemption
Subject passed:                     
  :Accounting(SG),Business  economics(SG)Economics(HG),Tswana(1stLangHG)English( 2nd Lang HG)Afrikaans (2nd Lang HG)

Tertiary Education

Institution

               : University of South Africa

Degree

                            : Bachelor of Information Science

Year Obtained  
                            : Currently studying (FINAL YEAR)


Major Subjects
     : Information Science, Applied Information Science   






Other Subjects                               : Communication science, Media and User studies,Research        in the Social sciences

Student Number
                : 35614714

EMPLOYMENT HISTORY

Institution       

                :Mahube Dental Surgery

Position
                             : Secretary and Dental Assistant

Tasks and responsibilities           :-Receiving patients

                                                        -Preparing and updating patient’s files
    -Assisting with infection control and preparation of dental equipment
    - Asisting with dental procedures
                                                         -Answering phone calls

             


      -Take medical aid claim forms for processing




     - Buying office stationery
Duration


     :  (01/01/ 2006-30/12/2006)

Institution


     :Soshanguve Circuit Dental Surgery

Position


     : Secretary and Dental assistant
Tasks and responsibilities             : Receiving patients, Preparing, updating files
     -Assisting with infection control, cleaning and preparation of equipment





     -Answering phone calls

     -Take medical claim forms for processing
Duration
                               :(01/01/2007-30/09/2007)

Institution 


      : Investec Private Bank (Tidy files Project)

Position                                               : Scanning Administrator

Tasks and responsibilities                  -Receiving files from the filling room




                       -Prepping documents for scanning

                                                              -Scanning documents





         -Indexing documents onto RIO

-Performing quality assurance for scanned documents

-Maintaining filing of documents in the filling room
 Duration                                             :( 5/11/ 2007– 31/03/2008)
Institution                                           : Investec Private Bank (1 year contract)
Position                                               : Scanning administrator

Task and responsibilities                   :-Training new scanning clerks
          - Communicating with consultants for needed      documents
                                                              :-Receiving files from the filling room
                                                              :-Prepping documents for scanning

                                                              :-Scanning documents

          



          :-Indexing documents onto the system (RIO)


          :-Performing quality assurance for scanned documents

 Duration  


          : (1 April 2008-31 March 2009)

Current employment
Institution                                             : Investec Private Bank (Contract ending 31 Nov.)

Position :                                               : Client Information Management Re-ID administrator

Task and responsibilities                    : Contacting clients regarding re-FICA requests

                                                             : Collating anti-money laundering Re-ID information
                                                               and documents
                                                              : Regular follow up and interaction with clients
                                                              : Prepping of documents required

  Duration 


           : (01 June 2009-31 Nov 2009)
ACHIEVEMENTS/ACCOMPLISHMENTS AND SKILLS
1: Certificate of ‘It takes courage youth curriculum”

2: Certificate in “Outlook 2003 Beginners”

3. End user computing (Microsoft Word, Excel, Powerpoint, Internet and Web)
4. Communication (interpersonal, reading, writing)
5. Corporate Speed Reading certificate

6. Telephone etiquette

7. Thinking skills (creative thinking, decision maker, problem solver, eager to learn)
8. Personal qualities (responsible, socialable, self manager, intergrity )

9. System and technology (understand systems, uses technology)
REFERENCES

1: Renel Francis
    HR Investec Private Bank

    (012)4279537
2: Lorna Hunt
    Former Team leader (INVESTEC)
    012)4278332
3: Dr Teboho Ramatlotlo

    Mahube Dental Surgery

    0823389495
4.Sharon Roux

  Tidy Files

  0832680633

              CURRICULUM VITAE



   OF

              JANE KELEBOGILE MATAU
CELL 
 : 0748540523
WORK         : 0124278367
E MAIL
 : Jane.Matau@investec.co.za
