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Juanita Jacobs

PERSONAL DETAILS

TITLE:



Miss

SURNAME:



Jacobs
FIRST NAMES:


Juanita Bernice
DATE OF BIRTH:


06 June 1985
MARITAL STATUS:

             Single

NATIONALITY:


South African
RSA ID:



850608 0004 086
POSTAL ADDRESS:

268 Roots street, Eersterust






Pretoria, 0022

CONTACT NUMBER:

072 297 6341, 082 780 6546
RACE:



South African
HOME LANGUAGE:

English

OTHER LANGUAGES:
Afrikaans

LICENSE:


Learners license

NEXT OF KIN:
 William &Annabelle (Mom & Dad)
CONTACT NUMBER:

082 780 6546


EDUCATIONAL QUALIFICATIONS

SECONDARY SCHOOL EDUCATION

SCHOOL ATTENDED:
  
Eersterust High school 
GRADE :
                                        Grade 12- Matric
SUBJECTS COMPLETED:

English, Criminology





Business Economics, Afrikaans


                                                     Economics, Mercantile Law                                
 HOBBIES:



Photography




  
Baking





   
Reading, Modeling




   
Camping
ATTRIBUTES:



Motivated and disciplined, Strong interpersonal skills                                                                   ability to work well in a team or independently, Attention to detail and ability to work well under pressure, Willingness and the ability to learn new things.
Skills & Experience Obtained: 
Effective administrations, clerical duties, manage & capture effective data filing systems, 
The ability to plan and priorities time and activities, 
Operate new office technologies, Intermediate & advance msoffice, basic accounting & bookkeeping.
POST SCHOOL QUALIFICATIONS:
Certificate:
Typing – Compu
Certificate:
Intro Personal Computing

Certificate:
Microsoft Office Advance

Certificate:
Secretarial & Administration   
EMPLOYMENT HISTORY

EMPLOYER:
Photo First
POSITION: 
Receptionist 


PERIOD OF EMPLOYMENT:
2004/05
JOB DESCRIPTION:
Client care

General Admin and reception


Stocktaking, Quotations and invoicing Developing photos
EMPLOYER:
Bellarinas Catering

POSITION:
Administrative assistant

PERIOD OF EMPLOYMENT:
2005/06
JOB DESCRIPTION:
Invoicing


Client care and relations


Organizing functions


Catering 

EMPLOYER:
Hydraulic & Pipe services
POSITION:



Receptionist 

PERIOD OF EMPLOYMENT:
2006/07
JOB DESCRIPTION:
Arranging travel itinerary and organizing travel details.


Data capturing 


Client care


General Admin and reception


Filling, faxing


Phone etiquette 

EMPLOYER:
Webmail

POSITION:



Telesales

PERIOD OF EMPLOYMENT:
Nov 2007 – April 2008

JOB DESCRIPTION:
Client telesales


General client enquiries



Capture data of client database
REFERENCES
CONTACT NAME:
Franscious ( Foto First)
DESIGNATION:
Manager
CONTACT NUMBER:


CONTACT NAME:


Annabelle Davids (Bellarinas Catering)
DESIGNATION:


Managing Director
CONTACT NUMBER:

071 245 8777
CONTACT PERSON:

Andre Lentor (Hydraulic & Pipe Services)

DESIGNATION:


Director

CONTACT NUMBER:

084 306 5614
CONTACT PERSON:

Webmail (Shane Deerly)

DESIGNATION:


Telesales Manager

CONTACT NUMBER:

084 701 0802
