	 8 Nesrissa Crescent 

   Eersterust
   Pretoria
   0022
	Phone: 0727966771 (cell) or
           0828903624 (cell)
 


Sheldon Wesley Isaacs
	Personal Information


	ID: 9111145172082
Marital status: Single  Male 

Nationality: South African 

No Criminal Offences

Very Good Health



	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, 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
	Harvey  Education High School

Grade 10 –School 

English  (SG)

Afrikaans (SG) 

Tourism (SG)

Biology (SG)

Geography & Life Orientation (SG)



	Work Experience
	ZACTHEM INSURANCE
Administrative Officer-Temp

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

Preparation of policy document files

Scanning of policy documents

JVN.Construction
Technical Clark

(03/01/07-28/12/07

Open job cards for Process Support and Utilities

 Feedback of job cards

 Sorting and Filing of job cards

 Get quotes for Building material, etc.

 Open Purchase Requests

 Follow up with Vendors for payments  &                 invoices of orders



	References
	Harvey  Education High School

  Principal: Miss. Van Der Walt 

  Tel:  012-333 1150
  Zacthem Insurance 
  Mr.S.Koffman
  0825510937
JVN.Construction 


                                  Mr.J.Van Niekerk 
                                   0828399214
