CURRICULUM VITAE

OF
MABADAHANE KHATHUTSHELO GRACE

PERSONAL DETAILS:
SURNAME



MABADAHANE

NAMES  



KHATHUTSHELO GRACE

DATE OF BIRTH
  

1978 MAY 14
IDENTITY NO



780514 0416 087

GENDER



FEMALE

NATIONALITY



SOUTH AFRICAN

HOME LANGUAGE


TSHIVENDA

OTHER LANGUAGES 


ENGLISH, AFRIKAANS, SOTHO & TSONGA

HEALTH   



EXCELLENT

RESIDENTIAL ADDRESS

604 PAUL KRUGER COURT





513 PAUL KRUGER STREET

                                                                        PRETORIA





0083

POSTAL ADDRESS


PO BOX 14411





TRAMSHED





0126
CONTACT NO (CELL)                    
078 3764891 /0113545555
E-MAIL
                  
                             Grace.Mabadahane@absa.co.za
EDUCATIONAL AND OTHER QUALIFICATIONS:
INSTITUTION



UNISA (Current Studies)

QUALIFICATION

              PROGRAMME IN FINANCIAL MANAGEMENT

NAME OF SCHOOL


TSHIAWELO SECONDARY SCHOOL

HIGHEST STD PASSED                 
MATRIC (1998)





CERTIFICATE ATTACHED
INSTITUTION                                             ROSEBANK COLLEGE

NAME OF QUALIFICATION                      DIPLOMA IN OFFICE ADMINISTRATION (2006)

              CERTIFICATE ATTACHED
INSTITUTION                                             UNIVERSITY OF PRETORIA

NAME OF QUALIFICATION                      CERTIFICATE OF COMPUTER (2004)
                                           CERTIFICATE ATTACHED
INSTITUTION                                             AUTO & GENERAL INSURANCE COMPANY


(Motor and Household Insurance)

NAME OF QUALIFICATION    
              CERTIFICATE OF INSURANCE (2004)
INSTITUTION

INSURANCE INSTITUTE
(Practical Workshop)

NAME OF QUALIFICATION

CERTIFICATE OF ATTENDANCE (2007)
COMPUTER LITERACY
· Advance use of windows XP

· Microsoft word 2003 – 2010

· Ms Project

· Ms Excel

· Windows mail (GroupWise; outlook)

· EDMS (Electronic Document Management system)

· PowerPoint
· Internet

· Outlook

Knowledge of legislations
· Public Service Act 1994,

· SCM policies, 

· Treasury Regulations, 

· Preferential Procurement Framework Act, 

· Labour Relation 

· Public Finance Management Act

PERSONAL ATTRIBUTE
· Good Communication skill (Verbal and Written)

· Emotional intelligence
· Sound knowledge of  Batho Pele Principles

· Telephone etiquette

· Negotiations skills

· Knowledge of government protocol

· Good administration procedure

· Sound knowledge of departmental procedures

· Sound knowledge of Batho pele principles

· Good interpersonal skills

· Conflict management skills

· Time management skills

· Good planning and execution
WORK EXPERIENCE:
EMPLOYER
ABSA BANK

POSITION
WORKFLOW ADMINISTRATOR T&D 

YEAR



2014 OCTOBER (CURRENT POSITION)
DUTIES:

ADMINISTRATION WORK
· Draw and distribute application scorings to the Credit Officers for Assessment

· Send all supporting document of scored application to Credit Officers 

· Draw and distribute Personal Loan amendments, Realisation and 3rd party Bond 

· Maintain AWT pool

· Distribute Limit End Listings

· Allocate and distribute Credit Cards applications

· Draw and distribute manual application

· Draw and distribute CMS Reports

· Finalise the outcome of an application
· Filling numerically and Alphabetically

· Receiving and re-directing calls from branches to the Credit Officers

· Handle telephone enquiry
EMPLOYER


ABSA BANK

POSITION


CREDIT CLERK (ENTERPRISE BANKING)
YEAR



2008 OCTOBER – 2014 SEPTEMBER
DUTIES:
FINANCIAL MANAGEMENT:


· Produce high quality/accurate typed correspondence 
· Always type letters on both side to save papers
· Capture new, change existing or delete debit orders 

· Capture overdraft facilities and updating interest rates.

· Update customer information on FBSS 
· Send account closure instructions to Closure Hub 
· Send requests for Securities to be updated 
· Draw daily EOS listing 
· Doing quality checks on auctioned EOS listings 
RECORD MANAGEMENT:
· Creating and opening of new files
· Managing file movement and request

· Filling numerically and Alphabetically

· File all confidential client documentation / information 

· Retrieval of files and ensure efficient and effective flow of files

· Request Permanent Withdraw file and send them to the new Small Business Unit
· Making follow ups on files requested to make sure all requested files are returned to Metro file
ADMINISTRATION WORK:
· Handle telephonic queries concerning Closures and Valuations
· Receiving and re-directing calls from branches to the Credit Officers

· Prepare applications for reviews and increases for execution by credit officers.
·  Making sure grouping is done to ensure that application goes to correct mandated official 
· Ensure high quality of support services delivery to the SBU
     AWARDED

SEPTEMBER 2009 –EMPLOYEE OF THE MONTHS
     AWARDED

SEPTEMBER 2011 – EMPLOYEE OF THE MONTHS
PREVIOUS EXPERIENCE:

EMPLOYER


ABSA BANK

POSITION


TYPIST 

YEAR



2007 NOVEMBER – 2008 SEPTEMBER
DUTIES:
MANAGING CORRESPONDENCE:
· Data Capturing
· Typing of correspondence Letters to clients and Documents
· Effective Filing System
· Compiling Of Production Reports

· Mail management :enveloping of letters and keeping records of outgoing mail and returned mail
EMPLOYER


ZACTHEM INSURANCE BROKERS

POSITION


GENERAL OFFICE ADMINISTRATOR
YEAR 


2003 MAY – 2007 OCTOBER
DUTIES:
RECORD MANAGEMENT:
· Creating and opening of new files

· Managing file movement and request

· Filling numerically and Alphabetically

· File all confidential client documentation / information 

· Retrieval of files and ensure efficient and effective flow of files

· Mail management :enveloping of letters and keeping records of outgoing mail and returned mail
· Record all new business according to the Underwriters (Santam, Mutual & Federal, Auto and General, Clarendon Transport Underwriters and SA Eagle)
· Record all Claims according to Underwriters

· Record all new business according to the Dealers

UNDERWRITTING POLICIES:
· Client Services: - Vehicle Inspection and  Tracker / Netstar, Passenger Liability
· Reduce vehicle values and checking the endorsement 
· Amend the policy e.g. Change of Residential Address and contact numbers
· Claim Administrator: - Claiming against third party 

· Registering of  all Claims (Personal, Taxi and Commercial),

· Handling of claims, Organizing Car Hire for clients, 
· Typing progress letter to clients

· Follow-ups on client vehicles / taxis claims 
ADMINISTRATION WORK:
· Helping client to complete Insurance Application Forms and Claim Forms.
·  Visiting Taxi Association to give them education about taxi Insurance and Passenger Liability
· Administrate and maintain travelling allowance for the Sales Division when they go for Training or visiting the clients.
· Manage payroll data on system for the Panel beaters and Storage fees.

· Render an administrative and personnel record system function to the Insurance Claims 
COMMUNITY SUPPORT: COMMITTEE OF THE SUPPORT GROUP (2012)
 Amadea Safe House (Meaning “Love child of GOD”) they provide a safe and loving 

Environment for abandoned, abused, neglected and disabled children. These children are
 placed in their care by the Juvenile Courts until their cases have been finalized. 
WEEKEND STAFF
As from 2013 August 10, I am helping at ABSA Mall @Reds Customer Services.
REFERENCES

1. CONTACT NAME

Mrs. SC Sathekge-Latha
    POSITION

SEGMENT MANAGER: (Barclays Enterprise Banking)

    CONTACT NO                                          011 8462149 / 082 8255785
2. CONTACT NAME

Mrs. I Mtileni
POSITION
MANAGER CUSTOMER SERVICE: (Mall @ Reds Branch)
    CONTACT NO

012 6566400 / 073 5748105
3. CONTACT NAME

Mr. Zachariah Koffman
    POSITION

DIRECTOR: (Zacthem Insurance Brokers)

    CONTACT NO

086 1113044 / 082 5510937

DECLARATION
I declare that all the information provided (including any attachments) is complete and correct to the best of 

my knowledge. I understand that any false information supplied could lead to my application being 

disqualified or my discharge if I am appointed. 
Signature__________________________________________ Date ______________________________

