Curriculum Vitae

OF 

NOLUFEFE CYNTHIA MBOLAMBI
PERSONAL DETAILS
Surname

:
Mbolambi
Name


:
Nolufefe Cynthia
ID Number

:
8112290781082
Age


:
36
Marital Status

:
Single
Gender


:
Female
Nationality

:
South Africa
Home Language

:
Xhosa
Other Languages
:
English, Tswana, Tsonga and Zulu
Drivers licence


Code 8

Address

:
558 Hertzog Street, Woonderboom South
Contact Details

:
 Cell: 0824968874
e-mail: nmbolambi@gmail.com or nolufefem@raf.co.za
EDUCATION
Name of Institution
:
Tshwane South College
Qualification

:
National Diploma in Management Assistant
Year Obtained

:
March 2006
OTHER EDUCATION
Name of Institution
:
APMG International

Qualification

:
Prince2 Foundation certificate in Project Management
Year Obtained

:
16 August 2017

CURRENT STUDIES

1). Bachelor’s degree in Administration with UNISA

CURRENT EMPLOYMENT
Organisation

: 
Road Accident Fund

Positions

:
PA to GM - Medical

Division


:
Operations

Date of Employment
:
01 November 2016 – Till to date

Responsibilities:

· Provide effective and efficient office management and administrative functions

· Arrange meetings for the GM’s office

· Attend meetings and take minutes, and ensure General Manager is well prepared for meetings.

· Create Mts and populate DMP on  monthly basis 

· Monitor internal and external training for the staff

· Create and manage purchase requisitions on SAP System.

· Ensure timeous payments of purchase orders and invoices from the General Manager’s office.

· Review and ensure the  HPCSA invoices are in order and paid on time

· Prepare budget for the GM’s office

· Liaise with Finance Division to ensure monitoring of budget of the GM’s office.

· Compile and provide reports on daily stats from Operations.

· Compile and provide reports on all invoices received and paid for services under the Office of the GM.

· Compile and provide reports on all documents and correspondence received in the office of the GM. 

· Follow-up on care-giver outstanding payments and liaise with regional managers

PREVIOUS EMPLOYMENT

Organisation

: 
Auditor General South Africa

Positions

:
Senior Administrator

Division


:
Auditing Business Unit

Date of Employment
:
01 April 2014 – 31 October 2016
Responsibilities:

· Ensuring adherence to and delivering on key deadlines/deliverables through applying project management principles.

· Coordinating activities with the senior managers in the business unit

· Support the Business Unit during PFMA & MFMA period and liaise with the clients

· Managing incoming and outgoing submissions
· Management and arranging of meetings with the Ministers, prepare meetings both internally and externally. 

· Develop external quarterly  reports and submit to the Business Executive

· Monitor and follow-up of the decisions taken from  meetings and making sure that they are being implemented 

· Assist with the preparation, proofreading and quality control of documents and reports 

· Collation of reports and budget for the Business Unit

· Provide quality and cost-effective administration services in accordance with office policies and procedures. 

· Ensure proper tracking of Exco submissions and action plans for the Business Unit.

· Manage credit card for the Business Unit
· Monitor recoverability from our auditees

· Manage creditors for the entire BU
· Making sure that Records Management Policy is adhered too
PREVIOUS EMPLOYMENT

Organisation

: 
Auditor General South Africa

Positions

:
Executive Assistant 
Division


:
Business Unit Auditing

Date of Employment
:
01 September 2011 – 31 March 2013

Responsibilities:
· Ensuring adherence to and delivering on key deadlines/deliverables through applying project management principles.

· Coordinating activities with the senior managers in the business unit

· Support the BE during PFMA period and liaise with the clients
· Diary management and arranging meetings, prepare meeting both internally and externally. 

· Hospitality management – Ensure that all visitors are received in an appropriate manner so as to maintain a good image of the office.
· Monitor and follow-up of the decisions taken from the meeting and making sure that they are being implemented 
· Ensure that all incoming mail and documentation are handled appropriately. 

· Answer telephone and relay messages, screen calls appropriately and keep record of all calls to be returned.

· Assist with the preparation, proofreading and quality control of the (Business Executive) BE’s documents and reports 

· Collation of reports and budget for the Unit
· Provide quality and cost-effective administration services in accordance with office policies and procedures. 

· Oversee the document management and electronic filing system of the BE.

· Manage travel logistics for the BE and business unit colleagues – management of Diners credit card.

· Ensure proper tracking of Exco submissions and action plans for the BE.

· Scheduling of meetings and taking minutes. 
PREVIOUS EMPLOYMENT DETAILS

Department

:
Department of Sport and Recreation South Africa 
Position


:
Assistant Director: Secretariat services 2010 FIFA WC Unit
Unit


:
2010 FIFA World Cup Government Coordinating Unit
Date of Appointment
:
12/07/2008 – 31 March 2011
Responsibilities

· Ensure effective administration of the 2010 FIFA World Cup Unit
· Coordinate internal and external communication through Memos and Reports from and to Head of the Unit
· Coordinate EXCO,  Board meetings and other stakeholders

· Minute taking in all the meetings

· Coordinating community projects

· Prepare Agendas and Notices for intergovernmental meetings of the 2010 Unit, Senior Managers and the Head of 2010 the Unit 
· Liaise with the office of the Deputy president  

· Monitor  and follow-up on decision taken in the meetings 

· Prepare reports, memorandum and government submissions 
· Handle incoming and outgoing mail, recording and referral to other departments

· Give secretarial backup to the Unit
· Process financial claims and payment of accounts for the Unit

· Ensure that staff members of the Unit adhere to deadlines on office matters

· Responsible for international travel arrangements and coordinating of accommodation, local transport and other payments through the Department of Foreign Affairs and embassies
· Liaise with Auxiliary and Supply Chain Management Services on a wide range of needs for the Unit

· Follow up with the Human Resources Department on human resources matters relating to staff members of the Unit
· Serve as an overall link between the Unit and other departments including HR and Finance

· Control usage of boardroom facilities and handle general desk administration

· Reconcile expenditure report to the monthly budget of the Unit 
· General administrative work to the Unit
· Provide managerial support to the Unit, all service delivery and courier 

· Channelling correspondence to all stakeholders and departments

· Manage and utilise all resources for the Unit

PREVIOUS EMPLOYMENT DETAILS

1). Department

:
Department of Sport and Recreation South Africa
Position


:
Personal Assistant to Chief Operating Officer (COO)
Unit


:
2010 FIFA World Cup Government Unit
Period


:
14 July 2005 to 12 July 2007
Responsibilities

· Manage and coordinate the office of the COO administratively on day-to-day basis
· Manage the COO’s diary for meetings and appointments

· Manning and screening of telephone calls and e-mail inquiries

· Coordinate with the Personal Assistant of the Director General regarding other meetings for the Unit

· Acknowledgement of correspondence and prepare draft responses

· Follow-up on project schedules for meetings with the various Unit Heads and report back to the COO
· Manage and supervise the delivery and courier services offered through the messengers in the Unit
· Coordination of cluster meetings attendance register and internal cluster meetings

· Ensure that the office environment is conducive for the purpose of entire operations i.e. decoration of reception area, flower arrangements and supervise cleanliness etc.

· Ensure that all stationery orders and usage by other units are done through the COO’s office

· Handle flights bookings and car rental for COO including ground arrangement for accommodation

· Handle claims for S&Ts and refunds by the Department of Sport and Recreation South Africa or any other authority.

· Circulate and distribute to relevant Units all directives or correspondence on matters to be responded to.
· Prepare all submissions of the COO for approval purposes by the Director General and the Minister

· Keep records and maintain the filing system 

· Maintain the database of contacts for the Unit

· Design presentations for the Unit

2). Company

:
Department of Sport and Recreation South Africa

Position


:
Personal Assistant to Director

Department

:
Mass Participation Programme

Period


:
13 July 2004 to 20 August 2005
Responsibilities

· Manage the Director’s diary

· Liaise with all provincial coordinators for the Mass Participation project

· Take Minutes

· Prepare invites for the workshops

· Typing, filing

· Write letters and memos

· Organise meetings and workshops

· Book flights and make travel arrangements
3). Company

:
South African Sports Commission

Position


:
Personal Assistant to Chief Financial Officer (CFO)

Period


:
25 March 2004 to 30 June 2004

Responsibilities

· Organise refreshments for CFO’s meetings

· Maintain cheque and invoice register

· Deposit cheques

· Collect bank statements and cheques books from the bank

· Handle S&T claims for the staff

· Book flights and make travel arrangements for the staff

· Day—to-day office administration

· Assist the Procurement Department when required

COMPUTER LITERACY
· Microsoft Excel 
· Microsoft Word

· Microsoft Power Point 
· Internet 
· Microsoft Office outlook & Novel groupWise
· E-mails
OTHER CAUSES 
· Time & priority management

· MS Power point Level 1 & 2
· MS Excel Level 1 & 3

· MS Outlook Level 1 & 2

· Project Management for Office 
· Development Programme for Office professionals
· Emotional Intelligence 
REFERENCES:

1) Name


:
Toko Potelwa

Company

:
Road Accident Fund
Position


:
GM Medical

Telephone (work)
:
012 649 2133




Cell phone number
:
082 442 6705

REFERENCES:

1) Name


:
Fezile Mqhavule
Company

:
Auditor General South Africa
Position


:
Senior manager
Telephone (work)
:
012 422 9582




Cell phone number
:
071 342 5772

REFERENCES:
2). Name

:
Ms Delsey Monaledi

Company

:
South African National Parks 
Position


:
Legal Manager

Telephone (work)
:
012 426 5076
Cell phone number
:
082 887 2539

E-mail address

: 
delsey@sanparks.org
3). Name

:
Mr Monde Mkalipi
Company

:
Department of Sport and Recreation South Africa 
Position


:
Director Communication (2010 FIFA World Cup Unit)

Cell phone number
:
082 575 3976
E-mail address

:
mkalipim@gmail.com
4). Name

:
Mr Todani Netshivhambe
Company

:
Department of Sport Recreation SA
Position


:
Director: Head of Secretariat
Cell phone number
:
083 692 1237
E-mail address

:
todani@srsa.gov.za
8
1

