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PERSONAL DETAILS

Surname



: Ling

Names




: Sumaya Nadia

Id Number



: 8412070112080

Gender




: Female

Marital status



: Married

Dependants



: Two

Nationality



: South African

Home Language


: Afrikaans

Address



: 70 Trafalgar Street






  Eersterust






  0022

Cellphone Number


: 082 054 4647






: Alternative (082 792 9538)

Email Address



: sumaya.ling@gmail.com





EDUCATION PROFILE

Institution



: Eersterust Secondary School

Year




: 2002

Highest Standard Passed

: Grade 12

Subjects



: Afrikaans, English, Economics, Typing






TERTIARY EDUCATION

Institution



: Educare Adult School

Subject



: Criminology

Year




: 2006






TERTIARY  EDUCATION

Name of Institution


: Universal College Outcomes

Diploma Obtained


: Software Applicant Specialist

Year




: 2004

Subjects



: Keyboard Typing






: Launching Computer Skills






: Windows 2003






: Word Level 1






: Excel Level 1






: Power Point  Level 1






: Access Level 1






: Outlook






: Internet






: Front line Skills Development






TERTIARY INSTITUTION

Name of Institution


: Universal College Outcome






: Software Applicant Specialist

Subjects Not Completed

: Ess Der Skills






: Word Level 2






: Word Level 3






: Excel Level 2






: Power Point Level 2






: Access Level 2






EMPLOYMENT HISTORY

Company



: Amka PTY

Position Held



: Operator

Period




: 20 January 2003- 20 February 2003

Duties




: Pacing of Goods






: Operating Machines

Reason for Leaving


: Contract Expired






EMPLOYMENT HISTORY

Company



: Telesure Group Services






: Auto & General, Dial direct, First for Woman, Budget &






:   Unity)

Position



: Receptionist

Period




: 08 October 2007 – 30 September 2008
Duties




: Handling incoming and outgoing mail






: Scanning






: Dealing with walk-in clients






: Switchboard






: International Calls






: Customer Care






EMPLOYMENT HISTORY

Company



: Telesure Group Services






: (Auto & General, Dial direct, First for Woman, Budget &






:   Unity)

Position



: Call Centre Consultant

Period




: 01 October 2008 till 31 March 2010
Duties




: Cancellation of Policy's, Policy Quotation, Retension of Policy's,






: Handling with follow up query's, Assisted with capturing of 






: claims, Underwriting of policy's, inbound and outbound calls 







: and reinstatements of policy's.

Accreditation



: FAIS (32 credits) NQF 5






REFERENCES

Contact Person


: Helen Reinekke

Company



: Universal College Outcomes

Contact Details


: 012 804 3244/5

Contact Person


: Azwhihangwisi Mulaudzi

Company



: Telesure Group services

Contact Details


: 012 452 3132

Contact Person


: Tumi Mahome

Company



: Telesure Group Services

Contact Details


: 012 452 3029
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