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CONTACT INFORMATION
	
	Ndlovutiyane57@gmail.com

	
	

	
	+27 616267974

	
	

	
	Gauteng

	
	

	
	



	

	


CORE COMPETENCIES AND SKILLS· Flexibility 
· Communication 
· Conflict Management
· Time management 
· Teamwork 
· Responsibility
· Adaptability
· Motivation 
· Focus 
· Integrity 
· Commitment to excellence 
· Ambitious

	
	 
	 

	
	
	

	
	
	

	
	
	

	
	
	



	

	


		LANGUAGES
	
	English
	
	

	
	Tsonga
	
	

	
	
	
	




		
	TIYANI GLADYS NDLOVU 

	


I firmly believe that one is the master of your own destiny. I am a highly driven and results motivated individual. My aim is to inspire individuals with whom I cross paths, to be “more today than what they were yesterday.” I ultimately strive to make a meaningful difference in how people perceive themselves in relation to others and their environment. I am an honest and diligent individual that pays attention to detail. I’m analytical, creative and self-motivating strive for perfection and am reliable and responsible. I am people orientated, a team player and a very hard worker.

  LIFE PERSPECTIVE & MOTIVATION

       








JOB EXPERIENCE

PERMANENT POSITIONS					       
Agility Global Health Solutions – Membership administrator - May 2015 till Current
· Investigate, resolve and reply to all enquiries and problems from members and employer groups relating to aspects of membership administration
· Ensure all decisions and responses commensurate with Scheme rules and company protocols and procedures
· [bookmark: _GoBack]Capturing new applications form on the system maintain customer-centric focus and good relations with all
· Communicate verbal and written internal and external communication within turn-around times
· Compilation and writing of letters and emails as required;
· Ensure company quality standards are maintained;
· Manage queries and requests and direct to supervisor as required;
· Liaising with members and employer groups for documentation etc
· Maintaining accurate records on IT  systems(hyperspace) as required;
· Undertake duties as required to ensure effective daily operations
· Perform any related duties as required
· Retention of membership
· Updating system working hand in hand with IT department
· Printing membership cards and welcoming letter
· Clinical Underwriting
· Updating administrator system working hand in hand with IT department
· Filling, scanning and linking applications
· Quality assurance and control
· Doing escalation queries working hand in hand with team leader
· Doing Monthly and Weekly reports
· Dealing with broker queries working hand in hand with the brokers

Assisting in Agility Insurance Administrator department
•	Claims statements
•	And Gap cover queries















































    













	Thebe Ya Bophelo Medical Aid – Membership administrator – October 2012 to November 2013

· Investigate, resolve and reply to all enquiries and problems from members and employer groups relating to aspects of membership administration
· Ensure all decisions and responses commensurate with Scheme rules and company protocols and procedures
· Maintain customer-centric focus and good relations with all
· Communicate verbal and written internal and external communication within turn-around times
· Compilation and writing of letters and emails as required;
· Ensure company quality standards are maintained;
· Manage queries and requests and direct to supervisor as required;
· Liaising with members and employer groups for documentation etc
· Maintaining accurate records on IT  systems(hyperspace) as required;
· Undertake duties as required to ensure effective daily operations
· Perform any related duties as required
· Retention of membership
· Updating system working hand in hand with IT department
· Printing membership cards and welcoming letter
· Underwriting
· Updating administrator system working hand in hand with IT department
· Doing presentation for members about the scheme rule working hand in hand with brokers
· Follow-up on queries elevated to other department
· Capturing new applications form on the system
· Contribution administrator


Thebe Ya Bophelo Medical Aid – Marketing Assistant – September 2014 to April 2015

· Markets products by developing
· Implementing marketing and advertising campaigns
· Racking sales data
· Maintaining promotional materials inventory
· Planning meetings and trade shows
· Maintaining databases
· Preparing reports
· Doing presentation for Thebe lifestyle
    
Thebe Ya Bophelo Medical Aid – Acting Team Leader – September 2012 till August 2014

· Investigate, resolve and reply to all enquiries and problems from members, Brokers and employer groups relating to aspects new business
· Ensure all decisions and responses commensurate with Scheme rules and company protocols and procedures
· Capturing new applications form on the system for Thebe lifestyle
· Maintain customer-centric focus and good relations with all queries
· Communicate verbal and written internal and external communication within turn-around times
· Compilation and writing of letters and emails as required;
· Ensure company quality standards are maintained;
· Manage all queries ;
· Liaising with members and employer groups for documentation etc
· Maintaining accurate records on IT  systems(hyperspace) as required;
· Undertake duties as required to ensure effective daily operations
· Perform any related duties as required
· Retention of membership
· Underwriting
· Updating administrator system working hand in hand with IT department
· Filling, scanning and linking applications
· Quality assurance and control
· Doing escalation queries working hand in hand with Manager
· Product launches and Trainings for External Client
· Doing Schedule for Thebe lifestyle administrators 
· Doing Monthly and Weekly reports
· Doing presentation for Thebe lifestyle
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TERTIARY ACADEMIC STUDIES
Man Themba Training Solutions – Cashier
Subjects – 
· Principles of Customer Service
· Finance and Risk
· Communication Skills
· Numeracy Skills
· Writing Skills
· Till operation

TERTIARY ACADEMIC STUDIES
· Arise Business College – Diploma in Computing 
· Tusanag e-Learning – Generic Management (waiting for results)

SCHOOLING
Phulani High School: Matric with Diploma Exemption: 
· English – HG
· Afrikaans – HG
· Tsonga – HG
· Mathematics – HG
· Geography – HG
· Physics - HG
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