Loreal Oliver

409 Yukon Avenue, Eersterust, Pretoria, 0022

Mobile: 071 352 4960(any)

e-mail:danzelvh@yahoo.com
Passport no: 457346779                

Identity no: 7908260114084
	Profile


· A highly motivated and hardworking person.

· Excellent performance in dealing with incidents, and any problems that may occur.

· A hard worker, fast learner and team player.

· An enthusiastic person with a strong desire to improve and acquire new skills and knowledge.

	Key Achievements


· Achieved an award for being best team player in my grade.

· Achieved a Certificate of  First  Aider

	Experience


· ABSA 3  years customer service and Administration.

· Data entry and excel experience.

· Good communication skills and telephone manner.

· Mx Health –Receptionist /Personal Assistant

· Welcome clients and offer professional help

· Efficient distribution of messages 

· Ability to refer external clients to relevant people

· Provide administrative duties

· Planned schedule activities

· Telephone and Reception

· Groenkloof Guest House – Service Leader

· Momentum Health

· Hospital Assessor-paying out medical-aid accounts

· Quality Assessor

· Momentum Legal 

· Legal Administrator-Updating filing system, Managing filing system

· General secretarial administrative duties, PA/Paying invoices to company’s

· Prepare letters for the Financial Services Board/Surplus Pension Fund
	Education


Training:
Telecommunication  skills .



Momentum


            Excel Training  

            Based Assessment Competency Training                

            Transfortmation Panel member

PC Skills:
Microsoft Word 97

Word processing





            Data base management
 Spreadsheet application



Internet

Project

Management  Unisa - 2009

1998  Graduate (Grade 12)                                 Eersterust High School

· Afrikaans





· English

· Biology

· Business Economics

· Economics

· Accounting





	References


Available on request
