Curriculum Vitae:  Lenéll Olivier
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PERSONAL DETAILS:

Name & Surname:


Lenéll Olivier

Date of Birth:



1984-11-22

Identity Number:


8411220030085

Languages:



Afrikaans & English
(Bilingual:  Speak, write & read)

Home Address:



360 Panorama Road,

Rooihuiskraal - Centurion

Marital Status:



Single

Dependants:



None

Health:




Excellent

Nationality:



South African

Licence:



Learners – Licence in Process






Scooter for Transport

Contact Number:


079 613 6829
Email Address:



Lenell.1984@gmail.com
Availability:



Immediate

NOTE:  I am looking for a position in Centurion, preferably in the Rooihuiskraal, Wierda Park, The Reeds area if not possible in mentioned areas Centurion in general is good.

EDUCATION:

Matriculated:



Hoërskool Erasmus 2003 – Grade 12

Subjects Passed:
Afrikaans, English, Biology/Biologie, Hotel/Hotel & Spyseniering,

Computer Typing/Rekenaar Tik, Business Economics/Bedryfs Ekonomie

EMPLOYMENT HISTORY:

1. CASH CRUSADERS SILVERTON:
FROM:




March 2004 – July 2004

POSITION:



Cashier

DUTIES:



Cashier, Cash-Ups, Sales, Stock Taking, Reception - 4 lines
REFERENCE:



Theo Smith (Manager) – 012 804 3422

REASON FOR LEAVING:

Better Job Opportunity

2. THE HILL KWIK SPAR:
FROM:




July 2004 - September 2004

POSITION:



Cashier

DUTIES:



Cashier, Cash-Ups, Serving Customers

REFERENCE:



Willem Harroldt (Manager) - 012 803 4530

REASON FOR LEAVING:

Better Job Opportunity

3. VELA VKE CONSULTING ENGINEERS:
FROM:



September 2004 – August 2005

POSITION:


Site Administration Clerk – Kyalami Site

DUTIES:
All Admin:  Minutes of meetings, Bill of Quantities, Filing, Asphalt & Griphalt summaries, Accident Reports, & Lab forms.

Site Work:  Levels, Stabilisation cement counting, Tree Measurements, Temperature taking of Asphalt.

REFERENCE:


Dawie Joubert (RE) – 082 338 9776





Callie Coetzee (Director) – 012 481 3801

REASON FOR LEAVING:
Contract Ended & Better Job Opportunity

4. PATULA CONSTRUCTION:
FROM:



02 August 2005 – January 2007

POSITION:


Site Administration Clerk – Irene South Downs Site

DUTIES:
Labour Employments & Contracts, Wages, Labour Hours, Plant Hours, Petty Cash, Purchases, Labour Complaints, CCMA & Union Cases, Orders, Costing Summaries, Diesel Recon, Loans, Leave, Filling, Taking telephone calls 

REFERENCE:


Anna Webner (SNR. Payroll Administrator HQ) – 011 310 1900





Mark Green (Site Agent) – 083 379 2185

REASON FOR LEAVING:
Better Job Opportunity

5. SOILLAB (PTY) LTD:
FROM:



02 February 2007 – 27 February 2009

POSITION:



Admin Assistant / Personal Assistant

DUTIES:
Invoices (GOOD-X: DOS & Windows), Orders, Petty Cash, Advances, IOU’s, Quotations, Tenders, Debtor Queries, Creditor Summaries, Leave (VIP), Overtime, Site Floats, Job Requests, Job Register, Cash Payments, Filling, Reception, Booking flights & accommodation, taking messages for MD

REFERENCE:


Piet Fourie (Managing Director) – 012 481 3815

REASON FOR LEAVING:
“Too Close to Home”:  My mother is working there for over 22 years & my father is a big client & I grew up in front of all the people working there, I want to get/find my own job without favours for my parents.

6. IC FINANCIAL CONSULTING:

FROM:



28 December 2009 – 30 June 2010
POSITION:



Admin Clerk

DUTIES:
Capturing on Pastel, VAT Calculation, Payroll on Pastel, Filing, IRP6, General Admin Duties, Reception, SARS, WWC
REFERENCE:


Kobus Botha – 012 991 8333

REASON FOR LEAVING:
Better Job Opportunity with bigger Salary
7. HIGH CLASS AIR-CONDITIONING:

FROM:



05 July 2010 – Present

POSITION:


Admin Manager

DUTIES:
Managing diary, Set up of meetings, Quotations, Invoices, Statements, Debtors, Capturing on E-Zee, Set up of meetings, Answering phones, Filing, General Admin Duties.
REFERENCE:


Lloyd Jordaan – 082 900 8100

REASON FOR LEAVING:
Present (Contract Position)
COMPUTER SKILLS:

MS Excel, MS Word, MS Outlook, Access (Beginner), VIP Leave, Power Point (Beginner), Good-X Dos, Windows Good-X, Pastel, E-Zee
QUALITIES:

MY GOOD QUALITIES:
· I am very hard working & good at what I do

· I am a very fast & keen learner – willing to learn anything new

· I am very energetic & love a challenge

· I can work well under pressure & I work well individual & in a group/team

· I am always on time & do not get sick or stay away from work

MY BAD QUALITIES:
· I get extremely upset if someone get too personal or make personal remarks.
· I am a smoker but not a chain smoker (Can go without smoking if necessary)

· I sometimes get grumpy if someone invades my personal space.
· I get grumpy when my work space is untidy

· I don’t like working weekends
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