


SHOUNEEZ SALLIE
38 Anstruther Str, Discovery
shouneezsallie@gmail.com
072 8262 170
Objective
I am an experienced administrator looking to fill a position where my experience and knowledge can be used. 
PERSONAL 
Female
ID No. 841211 0084 083
Married
Coloured
South African
English and Afrikaans

Experience

ZCubed Construction
Receptionist : 15/07/2018 – 31/08/2021
Answering calls 
Confirming appointments
Filing and any other admin duties
Ref: Zunaid Aziz 072 188 3544






DR Salie (OB/GYN)
Receptionist | 1 March 2010 to 21 June 2015
Answering calls / Confirming appointments / Updating working calendar
Taking urine samples / Taking blood pressure
Filing and any other admin duties
Administering ultrasound on Pregnant patients
Monitoring the heartbeat of babies 
[bookmark: _GoBack]Ref: Certificate of Service attached 

Deans Plumbing and Hardware
Receptionist | 20 May 2004 to 15 February 2010
Invoicing
Making appointments for owner
Filing and any other admin duties
Orders 
Stock take
Ref: Shireen Dean 082 938 4934

Gold Encounter Jewellers
Call center agent | 2002 to 2004
Tele-sales
Admin duties (Invoicing/Filing/data capturing)
Sourcing new clients / Cold Calling
Ref: Yusuf Raffie 074 383 5717    

Education
Topaz Senior Secondary: Senior Certificate 2001 (English; Afrikaans, Business Economics; Geography; Science; Mathematics)
Qualities | STRENGTHS
Creative, Vibrant, Energetic
Trustworthy
Honest
Hard working
Peoples Person
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