CURRICULUM VITAE OF MASINGO TSHEDZA
1.   PERSONAL DETAILS

SURNAME



:
MASINGO
NAMES



:
TSHEDZA

DATE OF BIRTH


:
1985 – 11-20

NATIONALITY



:
SOUTH AFRICA

IDENTITY NUMBER


:
8511201083084

GENDER



:
FEMALE

CRIMINAL RECORD


:
NONE

POSTAL ADDRESS


:
203 CAROL ANNE FLAT








376 CHURCH STREET







PRETORIA WEST








0117

CONTACT 



:
072 241 8698 / 078 6369 107

tel                                                                         :                012 338 9313 
fax                                                                         :                0865757084
E MAIL ADDRESS


:
masingomp@yahoo.com/PEAK4@hpcsa.co.za
OTHER LANGUAGES


:
ENGLISH, SOTHO, PEDI, ZULU

2.   EDUCATIONAL QUALIFICATION

SECONDARY EDUCATION
HIGHEST STANDARD PASSED

:
GRADE 12

YEAR ATTENDED HIGHEST

:
2005

SCHOOL ATTENDED


:
VUWANI HIGH SCHOOL








BIOLOGY








ENGLISH








GEOGRAPHY








HISTORY








TSHIVENDA








HOME ECONOMICS
	languages
	english
	afrikaans
	pedi
	tsonga
	tshivenda

	SPEAK
	good
	good
	good
	good
	good

	READ
	good
	good
	good
	good
	good

	WRITE
	good
	fair
	fair
	fair
	good


3.    TERTIARY QUALIFICATIONS

3.1    NAME OF INSTITUTION


:
TSHWANE UNIVERSITY OF TECHNOLOGY
COURSE



          :
COMPUTER SKILLS

SUBJECTS PASSED


          :
MS WORD








MS EXCELL








MS POWER POINT








MS ACCESS

  3.2    NAME OF INSTITUTION

        :
UNIVERSITY OF SA
COURSE



       :
NATIONAL DIPLOMA IN CORRECTIONAL SERVICES

SUBJECTS PASSED


       :
correctional services administration 1 (a)







correctional services administration 1 (b)







correctional services management 1







correctional services law 1







communication
                                                                                                public service delivery 1

 3.3   NAME OF INSTITUTION

     :
INSTITUTION COLLEGE

COURSE



     :
INTRODUCTION TO PERSONNAL COMPUTING

SUBJECTS PASSED


     :
COMPUTER FUNDAMENTALS








WINDOWS








MICROSOFT WORDS 2000








MICROSOFT EXCELL 2000

3.4   NAME OF INSTITUTION

   :
CORNERSTONE TRAINING

COURSE


                    :
CALL CENTRE TRAINNING

MODULES



   :
HISTORY AND DEVELOPMENT OF CALL CENTRE








CUSTOMER SERVICES








PRACTICAL CALL CENTRE MANAGEMENT








HANDLING INBOUND AND OUTBOUND CALLS








TELESALES AND SALES TRAINING








CROSS SELLING AND SALES








NEGOTIATIONS








COMPUTER TRAINING








INTRODUCTION TO MS WORD








OUTLET WORD







INTERNET EXPLORER
3.5   NAME OF INSTITUTION

:
INSTITUTION COLLEGE

COURSE
:
      introduction to secretarial and administration



:
      introduction to office procedures



:
      english for business communication



:
      basic book-keeping and accounting


:
     telecommunication

· NAME OF INSTITUTION

:
ROSEBANK COLLEGE

       COURSE


:
OFFICE ADMINISTRATION
                                                                                        im currently waintng for my certificate 
3    CURRENT FIELD OF STUDY

3.6   NAME OF INSTITUTION

:
UNIVERSITY OF SOUTH AFRICA

       COURSE


:
NATIONAL DIPLOMA IN PUBLIC MANAGEMENT

4    ADDITIONAL TRAINING COURSE

          HIV AND AIDS COUNSELING WORSHOP

             DURATION




:
10 DAYS 

5    SKILLS
             -COMPUTER SKILLS

             -COMMUNICATION SKILLS

             -TELEPHONE AND TYPING SKILLS

             -ADMINISTRATION, INTERNET & OUTLOOK SKILLS.

6    EMPLOYMENT HISTORY

6.1              EMPLOYER




:
HEALTH PROFESSIONS COUNCIL OF SA  









                 DEPARTMENT OF REGISTRATION

                  PERIOD




:
03 DECEMBER 2008 TILL DATE
                  POSITION




:
REGISTRATION OFFICIAL

RESPONSIBILITIES

· PROVIDE APPLICANTS WITH CORRECT REGISTRATION FORMS AND REQUIREMENT

· PROVIDE TIMEOUS AND PROFESSIONALS SERVICE AND ADVICE TO HPCSA CLIENTS

· ATTEND TO WALK IN PRACTITINERS

· ACCURATELT CAPTURE COMPLIANT APLLICATION  FOR REGISTRATIONS OF HEALTH PROFESSIONAL ON THE ADMIN SYSTEM AFTER OBTAINING PROOOF OF PAYMENT

· PRINT REGISTRATION DOCUMENTATION (LABEL REGISTRATION CERTIFICATES, COVERING LETTERS BAR CODE LABEL, FILE PRINT OUT AND COMPUTERS SEND MAIL LIST

· PROVIDE REGISTRATION CERTIFICATE COVERING LETTERS, PRACTICE CERTIFICATE AND SUPPORTING DOCUMENTS TO APPLICANTS TO APLLICANT

· ATTEND TO ALL REGISTRATIONS TELEPHONIC  AND E-MAIL ENQUIRES

· PERFORMING ANY OTHER RESPONSIBILITIES AS DIRECTED BY THE  SENIOR MANAGER OR REGISTRATION OFFICER ASSISTANT REGISTRATION OFFICER

  6.2           EMPLOYER



:
MCDONALDS

                    POSITION



:
CASHIER

RESPONSIBILITY

· TO MANAGE AND SUPERVISE THE PROCESS OF MONEY RECEIVING ON DAILY BASIS

· TO ENSURE AND SATISFACTORY

· CLIENT  SERVICE TO ALL CUSTOMER

· TO ADVICE AND ASSIST CLEINT PERSONAL PROBLEMS

  6.3               EMPLOYER



: 
SAPS

                       FORCE NUMBER


:
712 57861

                       POSITION 



:
RESERVIST

           DURATION



:
15 MONTHS

RESPONSIBILITIES




render administrative support services to the component, pertaining to logistical, financial and personnel matters.           
         typing letters and reports as requested capture, responsible for administrative duties, MANAGE personnel functions. capturing informations to relevant systems and databeses, assist in all administration office day-today administration.


answering calls and attending to the complainants .
6.4        COMPANY



:
EDCON

             POSITION



:
STOCKS TAKER

             DURATION



:
8MONTHS

             DUTIES



:
COUNTING STOCKS IN SHOP







                 BALANCING STOCK IN THE SHOP








                 ORGANISING STOCKS

6.5           COMPANY



:
THE CREATION COUNCIL
                 POSITION



:
BRAND   AMBASSADOR

                 DURATION



:
6MONTHS

                 DUTIES



:
REPRESENTING THE BRAND







                 MAKING THE PRODUCT FAMILIAR








                 EDUCATING CLIENT ABOUT THE PRODUCT








                 MARKETING THE PRODUCT

7    REFERNCES

CONTACT PERSON                                           :                MR james dinake
POSITION 



:
supervisor 
CONTACT NUMBER


:
072 409 8772
WORK TEL                                                           :                012 338 9415
email address                                                      :               jamesd@hpcsa.co.za 

company                                                               :               hpcsa
CONTACT PERSON


:
Miss rosina mafetsa
POSITION 



:
registration officer
CONTACT NUMBER


:
083 276 7906
work tel                                                               :                012 338 7906

email address                                                       :                rosinam@hpcsa.co.za
company                                                               :                hpcsa

CONTACT PERSON


:
SONIA motau
POSITION HELD


:
REGISTRATION OFFICIAL

CONTACT NUMBER


:
082 946 0317

work tel                                                               :                012 338 9313 

email address                                                       :                 soniam@hpcsa.co.za
company                                                                :                hpcsa   

I tshedza masingo declare THAT EVERYTHING that is in this cv is correct and true
