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CURRICULUM VITAE

Miss. Jasmine Charlene Adams
245 Holworthy Avenue
Eersterust
Pretoria

0022
PERSONAL INFORMATION

	Date of Birth:
	
	07 January 1982

	
	
	

	Marital Status:
	
	Single

	
	
	

	Nationality:
	
	South African

	
	
	

	Contact Number:

	
	C: 072 277 7881
H: 012 806 4385

	
	
	

	I.D. Number:
	
	8201070033085

	
	
	

	Gender:
	
	Female

	
	
	

	Health:
	
	Excellent

	
	
	


EDUCATION 

Secondary Education

	School:
	
	Eersterust Senior Secondary

	
	
	

	Highest Standard/Grade:
	
	Grade 12

	
	
	

	Year of Completion:
	
	2000

	
	
	

	Other  Qualification
	

	Institution:
	Quick Learn Computers

	Course:
	Intro to PC’S, Ms Word, Windows’98, Microsoft Excel, Word Perfect 

	Year:
	2001/01/03

	Contact Person:
	Andre Hendricks

	Cell:
	082 411 1333



PREVIOUS EMPLOYMENT
	Employer:

Position held/ Duties:

Period:

EMPLOYMENT HISTORY 


	
	Land Affairs (Deeds Office)

· Micro Preparations of Deeds
· Supervisor over Temps

· Counting & Balancing Deeds & application for Expedition

· Verify Scan Deeds

· Data Capturing

From:  29 August 2005       Till:   Date


	Employer:
	
	Metrofile

	
	
	

	Job Title/Position held: 
	
	Data Typist

	
	
	

	Period:    
	
	From:  07th February 2005
	To:  29 July 2005

	
	
	

	Duties:

Main Responsibilities:


	
	· Data Capturing

· Put Away Clerk

· Audit and Systems

· Retriever

· Capturing Files for DTI Company

“Project for Cipro




	Employer:
	
	SARS (Temp Assignment)

	
	
	

	Job Title/Position held: 
	
	Data Capturer

	
	
	

	Period:    
	
	From:  January 2003
	To:  January 2005

	
	
	

	Duties:
	
	· Capturing and Verifying of Tax Return Forms
· Editing of IMP and VAT forms
· File Registry
· Sorting of Various Tax Return Forms
· Assisting in the Collection of Tax Return Forms


	
	
	

	Employer:
	
	Statistics Of South Africa (Vital Statistics)

	
	
	

	Job Title/Position held: 
	
	Data Capturer

	
	
	

	Period:    
	
	From: October 2001
	To:  November 2002

	
	
	

	Duties:
	
	· Capturing of Birth and Health Certificates
· Capturing of Census (School)



	Employer:
	
	Telkom

	
	
	

	Job Title/Position held: 
	
	Call Centre Agent

	
	
	

	Period:    
	
	From:  September 2001
	To: October 2001

	
	
	

	Duties:
	
	· Assisting Clients with Various Queries



	Employer:
	
	Ask Africa

	
	
	

	Job Title/Position held: 
	
	Call Centre Agent

	
	
	

	Period:    
	
	From:  June 2001  
	To:  August 2001

	
	
	

	Duties:
	
	· Assisting Clients With Various Queries


	Employer:

Job Title/Position held:

Period:

Duties;
	
	Boardman’s (Hatfield)
Cashier

From:  January 2001  - To: May 2001
Cashier And Stock Control

	
	
	



ADDITIONAL INFORMATION

Skills

Ability to work with A team and individually, Interpersonal relationship skills, Creative problem solver, Ethical, Loyal and self –confident, Ability to make decisions as well as to work under pressure. I also enjoy working in an environment where I face challenges and where there is room for upward mobility.
Languages 

I can read, write and speak the following languages fluently; English and Afrikaans
Special Interests

Swimming, Hockey, Cooking, Socializing and Outdoor Life.
REFERENCES

	1. Name of referee:
	
	Maryna Burger

	
	
	

	Employer:
	
	South African Revenue Services 

	
	
	

	Phone Number:
	
	(012) 321 7702 EXT. 31

	
	
	


	2. Name of referee:
	
	Michelle Johnson / Ben Bosch

	
	
	

	Employer:
	
	Statistics South Africa 

	
	
	

	Cell Number:
	
	073 227 8137 / 072 379 4942 


	3. Name of referee:
	
	Jane Geldenhuiz

	
	
	

	Employer:
	
	Telkom 

	
	
	

	Phone Number:
	
	(012) 677 1739

	
	
	


	4. Name of referee:
	
	Andre Van Der Westhuizen 

	
	
	

	Employer:
	
	Ask Africa 

	
	
	

	Cell Number:
	
	082 769 5143

	
	
	

	5. Name of referee:
	
	Marius Pick

	Employer:
	
	Metrofile

	Contact Numbers:
	
	012 377 2652 / 2770

	
	
	

	
	
	

	6. Name of referee:
	
	DHM Botha (Linda)

	Employer:
	
	Land Affairs

	Contact Numbers:
	
	(012) 338 7099

	
	
	


