Curriculum Vitae
Of
Patricia Nosipho Dhlamini
Personal Details
Surname				: 	Dhlamini
Names					:	Patricia Nosipho
Date of birth				: 	13 July 1984
Id number				:	8407130524084
Home address				:	3706 Gubhela Street
						Tsakane	
						1550
Contact number			:	071 277 9148
Marital Status				:	Single
Dependant				:	Two (2)
Nationality				:	South African
Home language			:	IsiZulu
Other languages			:	English & Sesotho
Health					:	Good
Criminal Record			:	None
Drivers License			:	C1 (Code 10)

Educational Background

Last school attended			:	Reshogofaditswe Secondary School
Highest grade passed			:	Grade 12 (Matric)
Subjects passed			:	IsiZulu				HG	D
						English			HG	C
						Economics			SG	B
						Business Economics		SG	B
						Accounting			SG	C
Year					:	2003

Further Education 

Institution				:	The Institute of Certified Bookkeepers Limited
Course					:	Junior Bookkeeper
Subjects passed			:	Payroll & Monthly SARS returns
						Bookkeeping to Trial Balance
						Business Literacy
Year					:	October 2014 till February 2016




Institution				:	De Compu School
Course					:	Computer Literacy
Subjects passed			:	Typing
						Windows
						Ms Word
						Ms Excel
						Ms PowerPoint
						Introduction to PC
						Administration
						Introduction to Pastel
						Front Page
						Introduction to Bookkeeping
Year 					:	2005

Working Experience

Company name			:	Proteus Medical Laboratories
Position held				:	Administration/Accounts Clerk  
Duties					:	To enter patient details and coded test information 
into laboratory (LIS) system in an accurate and expeditious manner.
Familiar with the laboratory computer systems including confident use of the test/client libraries, Skylims system and referral work/ send away work.
Invoicing/billing that applies to certain clients and source codes.
General scanning, filling and archiving of request forms and other hard copy data.
Familiar with the telephone system (e.g placing calls on hold/transferring calls). Noting down of messages and alerting driver’s on where to collect samples.
Handle queries relating to data entry in a timely and professional manner.
Send out reports to Dr’s either by hand copy or email (not telephonically).
Report any errors or delays in the receiving area that might cause delay in patient results.
Communicate in a friendly, helpful and non-prejudicial manner in dealings with staff, clients and/ or customers. 
Able to meet targets and deadlines, learn and assimilate new information.
Stock count.
Ordering of stock.
Claiming of accounts and reconciling.
Duration				:	15 January 2011 to date



References

Contact person			:	Elijah Kubeka
Relationship				:	Supervisor (Proteus Laboratories)
Contact number			:	011 7362693
Cell number				:	079 190 1969

Contact person			:	Mfundo Skosana
Relationship				:	Admin Supervisor (Proteus Laboratory)
Contact number			:	011 7372518
Cell number				:	0846037875


Contact person			:	Nthabiseng Tseki
Relationship				:	Office Manager (Upwardspriral)
Contact number			:	010 010 5685
Cell number				:	083 521 2174


						
	

 

