CURRICULUM VITAE
OF
LAVINIA ELARICE DENATION

PERSONAL DETAILS
SURNAME: 			 Denation
FULL NAMES: 		Lavinia Elarice
ADDRESS:		 	8 Monte Lofts, Albertus Street, La Montagne, 0184
DATE OF BIRTH:		6 January 1976
CONTACT NUMBERS: 	Home (012) 806 7392
Cell-082 557 5866
EMAIL ADDRESS: 		ldenation@yahoo.co.uk
NATIONALITY: 		South African 
DRIVERS LISENCE: 	Yes
LANGUAGES: 		English, Afrikaans
HEALTH: 			Good

EMPLOYMENT HISTORY

1. Name of current employer: Race Preparations, Hatfield, Pretoria
Job Title: Workshop Administrator/ Receptionist
Period of employment: 14 April to date
Main duties:
Invoice customers using PASTEL and receive payments
Log client details on the PASTEL system.
Process warranty claims.
Receive and welcome customers and provide information and advice on merchandise
Schedule motorbikes for servicing, 
Organise job cards.
Stock control (spares and accessories)
Maintain and update customer files.
General filing and record keeping

2. Name of Employer: Royal Free Hospital, Pond Street, Hampstead, London 
Job Title: 			Outpatient Clinic Receptionist- Private unit. 
Period of Employment:	 January 08 - January 2009 
Main duties: 
Meet and receive patients. 
Schedule appointments electronically (Compucare and Cerner systems)
Collect all patient payment information on admission and update the National Health Service database. (NHS) 
Reason for leaving:		I returned to South Africa permanently 

3. Name of Employer: Tshwane University of Technology, Pretoria, South Africa
Job Title:			Data Capturer
Period of Employment:	May 2007 – September 2007
Main duties:	Register student information on university database and capture student results
Reason for leaving:		I returned to the United Kingdom

4. Name of Employer: Brent Housing Partnership, London, UK
Job Title:			 Data Administrator in the Procurement Team
Period of Employment: 	July 2005 – April 2006
Main Duties:	Data capturing, posting forms to disabled and elderly people.
Reason for leaving:		 I temporarily returned to South Africa 

Job Title:			 Electronic Document Administrator (EDM team)
Period of Employment:	 September 2004 – February 2005
Main Duties: 	Scan and allocate documents to required departments. 
Reason for leaving: 		Maternity Leave

5. Name of Employer: Royal National Ear, Nose and Throat Hospital, London
Job Title: 			Switchboard operator
Period of Employment: 	May 2004 – August 2004
Main Duties: 	operate the hospital switchboard, redirect calls as required, bleep doctors as required and order courier services when needed. 
Reason for leaving: 		This was a temporary post.
6. Name of Employer: Royal Free Hospital, Hampstead, London, UK
Job Title: 			Receptionist
Period of Employment: 	March 2004 – May 2004
Main duties: 
 Meet and greet patients.
Check patients into the private unit.
Collect patient basic information and payment details.
Verify patients’ payments details with insurance companies and create files for new patients.

Reason for leaving: 		This was a temporary post.
Job Title:			Ward Stewart
Period of Employment:	April 2003 – February 2004.
Main duties: 	Settling patients into their rooms, prepare and distributing patient food and sorting food menu's 
Reason for leaving: 		I transferred to a different role.

7. Name of Employer: National Satellite Brokers, Pretoria, South Africa
Job Title: 			Claims and Administration Clerk
Period of Employment: 	July 2001 – February 2003
Main Duties: 
Update client policies.
Respond to basic client enquires and process insurance claims.
Follow up on client’s claims.
Reason for leaving: 		I travelled to the United Kingdom


EDUCATIONAL BACKGROUND

Qualification obtained: 	Senior Certificate @ Eersterust Secondary,Pretoria.

Subjects passed: 	English, Afrikaans, Typing, Accounting, Introduction to Criminology, Business Economics



Additional Training
October 2008
In service training at The Cerner Millennium Searching Techniques
Course at the Royal Free Hospital, London
June 2000
Qualification obtained: Certificate in Introduction to Computers (Academy of Learning, South Africa)
Courses studied: Introduction to Computers, Windows 95- Excel & MS word.)
November 2001
Qualification obtained: Diploma in Personal Lines Policies (Compass Insurance, Johannesburg, South Africa)
Courses studied: Policy writing, Policy knowledge, Compass Classic for persons 55 years and over, Genius III. Handling claims and excess payable.


REFERENCES
1. Piera Johnson 			4. Anne O’Sullivan (Supervisor)
Private Outpatient Manager 		 Brent Housing Partnership
Royal Free Hospital 			 London
Lyndhurst Rooms 			0044 8937 1383
0044 7794 0500 ext (33896) 		

2.  Stefanie Prinsloo			5. Performance and Best Value Officer
Data Input Applications  Supervisor 	Brent Housing Partnership
Tshwane University of Technology 	London
012 382 5787 				0044 8937 2665

3. Mr Louis van Bergen 		6. Marina Lubbe 	
Race Preparations                               National Satellite Brokers 	 
Hatfield                                               University of Pretoria
012 342 6994                                      012 420 2120


