SUMMARY OF CURRICULUM VITAE.  AN EXTENTED CURRICULUM VITAE WITH REFERENCES  IS AVAILABLE ON REQUEST


 OVERVIEW: NEDINE SIM


I’m a professional, cross-skilled worker with experience across a wide spectrum of industries, wishing to pursue a career in an environment where I will be able to demonstrate my leadership and problem-solving skills.  I have proven experience in personal assistance and administrative assistance, customer care and Sales 

My responsible, business-minded approach will make a positive contribution.


 

Name

NEDINE SIM

Address

42 VILLA JENE,HENDRIK STR,WIERDA PARK, CENTURION  0180

Telephone

+27 79 529 4440

E-mail

nedine.sim@gmail.com

Nationality

SOUTH AFRICAN

Date of birth

16 JULY 1977

Health

EXCELLENT

Work experience

Dates (from – to)

November 2009 till present

Name of employer

Berco Express
New Business Developer



· Calling on all clients – corporate and small business

· Seeking new business – cold calling and appointments

· Customer liaison

· The acquisition of new customers

· Improvement of profitability

· Presenting one face to the customer

· Selling the full range of Berco products and solutions

· Providing a flexible customer focused approach

· New business acquisition against target

· Profit development against target

· Ensuring customer satisfaction 

· Researches local market customers with prospect opportunities

· Provides input into the determination of the Account opportunities

· Develops an action plan for each prospect Account within their portfolio

· Regularly reviews and updates customer action plans to reflect any changes (positive or negative)

· Distributes customer action plans to Line and Senior Management plus other relevant parties

· Communicates and gains support from Line and National management for the achievement of Account objectives

· Establishes appropriate relationships and communicates with other relevant functional areas

· Forms professional and appropriate, face-to-face, relationships at senior level in existing and prospect Account customers within their portfolio 

· Manages and maintains regular contact with the customer at all appropriate levels

· Agrees appropriate times to review the performance of the account with the customer and Line Management

· Ensures effective two-way lines of communication exist between yourself and the, relevant Key Account Managers within the portfolio and all other involved parties

· Fully supports all actions required to maintain customer profitability

Dates (from – to)

October 2008 till September 2009

Reason for leaving: Retrenched due to company downsizing

Name of employer

DHL International

Contact 

Bussines Development Executive + New Bussins 

Commission Structure determined by Clients accounts, New Business & Revenue

 Jasen Smallbone  083 448 7021 Sales Manager 

Main Activities and Responsibilities

· Calling on all clients – corporate and small business

· Seeking new business – cold calling and appointments

· Maintaining existing customer base

· Customer liaison

· Problem solving

· The acquisition of new customers

· Development of existing customers

· Improvement of profitability

· Presenting one face to the customer

· Selling the full range of DHL products and solutions

· Providing a flexible customer focused approach

· New business acquisition against target

· Existing business development target

· Profit development against target

· Ensuring customer satisfaction 

· Researches local market customers with existing or prospect opportunities

· Provides input into the determination of the Account opportunities

· Develops an action plan for each existing and prospect Account within their portfolio

· Regularly reviews and updates customer action plans to reflect any changes (positive or negative)

· Distributes customer action plans to Line and Senior Management plus other relevant parties

· Communicates and gains support from Line and National management for the achievement of Account objectives

· Establishes appropriate relationships and communicates with other relevant functional areas

· Forms professional and appropriate, face-to-face, relationships at senior level in existing and prospect Account customers within their portfolio 

· Manages and maintains regular contact with the customer at all appropriate levels

· Agrees appropriate times to review the performance of the account with the customer and Line Management

· Ensures effective two-way lines of communication exist between yourself and the, relevant Key Account Managers within the portfolio and all other involved parties

· Fully supports all actions required to maintain customer profitability



Dates (from – to)

1 February 2006 to October 2008

Reason for Leaving: Better opportunity

Name of employer

TNT International 

Contacts

Bussines Development Executive + New Bussines 

Elzaan Nel: 0026 4814094314 – Sales Manager / 

Jasson Thomphson  011 ) 437 3300 –  Sales Manager

Main Activities and Responsibilities

· Calling on all clients – corporate and small business

· Seeking new business – cold calling and appointments

· Maintaining existing customer base

· Customer liaison

· Problem solving

· The acquisition of new customers

· Development of existing customers

· Improvement of profitability

· Presenting one face to the customer

· Selling the full range of TNT products and solutions

· Providing a flexible customer focused approach

· New business acquisition against target

· Existing business development target

· Profit development against target

· Ensuring customer satisfaction 

· Researches local market customers with existing or prospect opportunities

· Provides input into the determination of the Account opportunities

· Develops an action plan for each existing and prospect Account within their portfolio

· Regularly reviews and updates customer action plans to reflect any changes (positive or negative)

· Distributes customer action plans to Line and Senior Management plus other relevant parties

· Communicates and gains support from Line and National management for the achievement of Account objectives

· Establishes appropriate relationships and communicates with other relevant functional areas

· Forms professional and appropriate, face-to-face, relationships at senior level in existing and prospect Account customers within their portfolio 

· Manages and maintains regular contact with the customer at all appropriate levels

· Agrees appropriate times to review the performance of the account with the customer and Line Management

· Ensures effective two-way lines of communication exist between yourself and the, relevant Key Account Managers within the portfolio and all other involved parties

· Fully supports all actions required to maintain customer profitability

· Manages and maintains up-to-date records of all customer information and activities on the central sales system

Technical / Professional Strengths:

· Experienced in consultative style selling strategies and complex negotiation techniques

· Communication capability at a senior/board level, both internally and externally

Strengths From A Character / Personality Perspective:

· Business acumen and general commercial sense

· Negotiation, project management and interpersonal skills

· Integrity, teamwork, communication, continuous improvement

· Managing results and change 





Name of employer

Occupation or position held

TNT International 

Indoor Sales

Reason for leaving: Promotion to Field Sales Executive

Dates (from – to)

1 Feb 2006-2007

Main Activities and Responsibilities

· To maintain and develop business within existing

· database ( Territorial)

· Making appointments for Field Sales executive.

· Performing call cycles to prospect new customers

and increase the number of weekly trading customers in territory.

· Performing call cycles to existing customers in

territory to improve customer loyalty and increase

service opportunities from these clients.

· To generate additional revenue through cross-

· selling of company products at every opportunity.


· Appointments made for Field Sales is to increase

the number of trading customers, and improve

revenue and increase customer satisfaction.

· Finding best possible service solutions for

customers needs.

· Review results on a weekly basis and take

corrective action plan where necessary.

· Frequently updating client data base.( crm )

· Performing all sales administration activities

essential to sustaining revenue and customer

satisfaction &  growth


TNT – Short in house or external courses – unit Standards aligned



· Time management

· Dg Awareness

· Planet Me

· Sales Max

· Communication in the work environment

· Skills development 

· Voice of the customer


Extra position in TNT



· Fire warden

· Emergency response assistant




Extra Experience and Knowledge



· 4 years face-to-face sales experience

· International Express background

· Proven track record of achieving sales targets (personal)

· Organisational awareness (structure and products & services)



Technical / Functional Skills



· Communication capability up to senior management level, both internally and externally

· Ability to interpret standard business reports and employ information effectively both internally and externally

· Fluent use of written and spoken English

· Business to business selling & negotiation skills



Achievement during my time worked at TNT



· Bronze award at the academy of excellence for achieving 85% and more or products and service – 2006 September

· Winner of National Sales Day – 2006 – November

· Winner of Top Management Team 2007 – February

· Winner of National Sales Day – 2007 – September

Reference – Contact

· Elzaan Nel: 0026 4814094314 – Sales Manager / 

· Jasson Thomphson  011 ) 437 3300 –  Sales Manager 

Dates (from – to)

February 2005 – January 2006

Name of employer

Blue Bridge Projects 



Receptionist and office assistant

Reason for leaving: Better opportunity

Main Activities and Responsibilities

· Reception duties

· General Admin

· Answering incoming phone calls

Dates (from – to)

January 2004 – January 2005

Name of employer

Book Now Pty Ltd & Fat Fish Properties 



Personal Assistant to Director

Reason For leaving: Better opportunity

Main Activities and Responsibilities

· General duties includes customer services (Telesales)

· Marketing and sales, meeting and greeting clients

· Answering incoming phone calls

· Lodging faxes and distributing post

· Electronic diary management of Director

· Scheduling of meetings of Director

· Travel and accommodation bookings of Director

All Jobs From -  May 1999- 2004 Where Jobs held in United Kingdom on a Working Visa 

Dates (from – to)

April 2003 – December 2004

Name of employer

Top Shop: United Kingdom - London

Occupation or position held

Retail Assistant

Main Activities and Responsibilities

· Sales 

· Customer Services 



Dates (from – to)

February 2002 – March 2003

Name of employer

CLK International Brand Development

Occupation or position held

Administrative Assistant

Main Activities and Responsibilities

· Answering incoming phone calls

· Booking Boardrooms

· Booking meetings

· Receiving clients

· Arranging refreshments and lunches for meetings

· All general administrative work, including typing of all documentation, faxing, filing

Dates (from – to)

June 2001– January 2002

Name of employer

Greene & Company

Occupation or position held

Receptionist

Main Activities and Responsibilities

· Answering incoming phone calls

· Booking Boardrooms

· Booking meetings

· Receiving clients

Dates (from – to)

January 2000 – May 2001

Name of employer

Execu Group Holdings

Occupation or position held

Medical Data Capturing

Main Activities and Responsibilities

· Capturing of medical prescriptions

Dates (from – to)

May 1999 – December 2000

Name of employer

Buffer Bear Nursery

Occupation or position held

Child care assistant

Main Activities and Responsibilities

· Responsible for the assistance in the caring and education of children form the age of 6 months to 5 years.  My duties include the following:  Seeing to the general well-being of the working /”playing” environment, compiling Safety reports and seeing to the general safety of the classroom environment, writing activity reports and planning of educational and creative activities, completing medicine and accident forms when required, completing 6 monthly care plans for 4 ‘key’ children

· Weekly planning for advised curriculum of educational activities, Compiling progress reports on 4 ‘key’ children.  I have also attended yearly child protection-, equal opportunities-, food and hygiene- and cultural awareness courses




Dates (from – to)

January 1996 – April 1999

Name of employer

Minolta

Occupation or position held

Data Capturer & Promoted to Sales Representative

Main Activities and Responsibilities

· I started my employment at Minolta as a general service controller with duties including processing of invoices onto company database, sending and receiving faxes, general liaising with customers over the phone, filing, ordering of spares, occasional reception cover and general administration duties.  

· I worked in a team of 25 people and had to motivate the technicians to meet their monthly target.  

· A monthly stock take was also part of my routine.

· After working for Minolta (SA) for 1 and half years I was transferred to the sales and representatives department with new challenges and opportunities.  

· The basic administration duties remained the same even though I worked within a team of 10 sales representatives.  

· Processing of the representative’s sales was necessary and arrangements for delivery and installing had to be arranged by me. 

· General customer care was also part of my everyday routine

Education and training

Dates (from – to)

1 July to 1 August 2005

Name, type of organisation providing education and training

Creative Minds computer college



Subjects

Microsoft Word, Microsoft Excell

Title of qualification awarded

Certificate

Dates (from – to)

1 January 1990 – 1 December 1995

Name, type of organisation providing education and training

Name of Organisation: High School Centurion

Completed Matric (Grade 12)



Title of qualification awarded

Matric/Grade 12 Certificate

Mother tongue

AFRIKAANS

• Reading skills

Excellent

• Writing skills

Excellent

• Verbal skills

Excellent

second language

ENGLISH

• Reading skills

Excellent

• Writing skills

Excellent

• Verbal skills

Excellent

Personal information�
�
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