C.V
L J MEINTJIES
PERSONAL INFORMATION
SURNAME


: 
MEINTJIES
NAME 



:
LORENZO JULIAN 
SEX



:
MALE
ID NUMBER


:
8712225038084
CELL



:
071 978 4312
ADRESS


:
64 GLOVER AVENUE
DORINGKLOOF
PRETORIA
0157
HEALTH


:
EXCELLENT
DRIVERS LICENSE

:
NONE
CELL



:
083 864 7116
MARITAL STATUS

:
SINGLE

NATIONALITY


:
SOUTH AFRICAN
LINGUISTIC ABILITIES

:
ENGLISH AND AFRIKAANS (READ AND WRITE)
COMPUTER LITERATE
:
EXCELL, WINDOWS, WORD, PASTEL ACCOUNTING VE
EDUCATION ACCOMPLISHMENTS
SCHOOL ATTENDED

:
PROSPERITAS SENIOR SECONDARY SCHOOL
HIGHSTES STANDARD
:
GRADE 11
SUBJECTS PASSED

:
ENGLISH





AFRIKAANS





MATHEMATICS





SCIENE





TECHNICAL DRAWING






CAT (COMPUTER ASSESSMENT TECHNOLOGY)
WORK EXPERIENCE 
YEAR




:
26  JANUARY 2010 TO 11 JUNE 2010 
COMPANY



:
POWERGLAZE-MERCEDES BENZ  (WASHBAY) 

POSITION

:
ADMINISTRATIVE ASSISTANT (TEMP)

DUTIES



:
-
DATA CAPTURING 

· ANSWERING OF TELEPHONES

· ADMINISTRATIVE DUTIES

REASON FOR LEAVING

:
TEMPORARY POSITION (CONTRACT FINISHED)
PREVIOUS WORK

YEAR




:
02 OCTOBER 2008 TO 31 JULY 2009
COMPANY



:
ALLCARE ADMINISTRATORS (PTY) LTD 
POSITION

:
ADMINISTRATIVE CLERK (TEMP)

DEPARTMENT

:
BROKER DEPARTMENT

DUTIES

:
-
RECOR ALL INCOMING MAIL AND 

DOCUMENTS 

· DISTRIBUTE ALL URGENT 

CORRESPONDENCE




-
RECEIVING OF DOCUMENTATION FROM 

DIFFERENT  DEPARTMENTS DAILY

-
DAILY INTERNAL FILING WORK

-
DATA CAPTURING 

-
COMPILING DAILY, WEEKLY AND 

MONTHLY  STATS

-
ANSWERING OF TELEPHONES

REASON FOR LEAVING

:
TEMPORARY POSITION (CONTRACT FINISHED)
SKILLS & STRENGTHS
:
-
DEALING WITH CLIENTS, AND 




RESOLVING PROBLEMS, WHICH MAY ARISE.








-
VERY GOOD VERBAL AND WRITTEN ABILITIES.








-
WELL-MANNERED, APPROACHABLE PERSON








-
INDEPENDENT WORKER BUT CAN WORK IN A 








TEAM.








-
CREATIVE AND CAN USE INITIATIVE








-
SERVICE ORIENTATED –CAN DEAL WITH 








DIFFICULT CLIENTS








-
GREAT PEOPLES SKILLS







-
ADAPTABLE, HARDWORKING & FRIENDLY








-
BELIEVES IN PROFESSIONALISM

      






-
EXCELLENT CLIENT SERVICE SKILLS

      






-
OUTGOING PERSONALITY

REFERENCES



:
ALLCARE ADMINISTRATORS (PTY) LTD
MANAGER



:  
DAWID VAN ZYL
CONTACT NUMBER


:  
(011)  290 6354
POWERGLAZE-MERCEDES BENZ  (WASHBAY)
MANAGER



:  
RICHARD MOLEWA 
CELL




:

TEL:




:
(012) 677 5877
Richard Molewa
AVAILABILITY IMMEDIATELY
SALARY :  NEGOTIABLE
