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PERSONAL DETAILS
FIRST NAMES				:	BHEKINHLANHLA ZAMANI		
SURNAME				:	NTULI
DATE OF BIRTH			:	22 APRIL 1985
ID NO.					:	850422 5384 083
RESIDENTIAL ADDRESS 		:	LOT 992, DUBE VILLAGE 
						INANDA
						4309
CONTACT DETAILS			:	0712788089
EMAIL 					:	BZ.NTULI@GMAIL.COM
GENDER				:	MALE
NATIONALITY				:	SOUTH AFRICAN
MARITAL STATUS		:             SINGLE
[bookmark: _GoBack]STATE OF HEALTH			:	EXCELLENT
DRIVERS LICENCE			:	CODE 10(C1)
CRIMINAL OFFENCE			:	NONE
HOME LNGUAGE			:	ISIZULU
OTHER LANGUAGE			:	ENGLISH, ISIXHOSA, ISISWATI
HOBBIES				:	WATCHING SPORTS AND MOVIES 

EDUCATIONAL QUALIFICATION
LAST SCHOOL ATTENDED		:	MQHAWE HIGH SCHOOL
HIGHEST GRADE PASSED		:	GRADE 12
SUBJECTS				:	ISIZULU
					:	ENGLISH
					:	MATHEMATICS 
					:	PHYSICAL SCIENCE
					:	BIOLOGY
					:	TRAVEL AND TOURISM 
YEAR PASSSED			:	2004

PROFESSIONAL CERTIFICATES
NAME OF THE COURSE		:	VIP PAYROLL (PEOPLE)
INSTITUTION ATTENDED                       :    	SAGE 
SUBJECTS                                                   :	           PAYROLL VIP 
YEAR                                                           : 	2015

NAME OF THE COURSE	             :             ADVANCED MICROSOFT EXCEL 
INSTITUTION ATTENDED	             :	             CAREERSIT
SUBJECTS                                                 :        	ADVANCED MICROSOFT EXCEL 2007
YEAR				           :	      	2015

SKILLS                                                      :		 COMPUTER SKILLS
                                                                    :		MICROSOFT EXCEL (ADVANCED)		
                                                                    :           	MICROSOFT WORD
                                                                    :          	MICROSOFT POWERPOINT
                                      		`         :  	      	MICROSOFT OUTLOOK
			                         :	       	SAP 	

EMPLOYMENT HISTORY

NAME OF  THE COMPANY                  :         	 BRANDS UNLIMITED(HEINEKEN ACCOUNT)
POSITION HELD                                     :        	 CUSTOMER SERVICE REPRESENTATIVE
REASON FOR LEAVING                       :         	 CURRENTLY WORKING

BRAND UNLIMITED IS A BRAND ENGAGEMENT AND ACTIVATION AGENCY. WE EXIST TO DELIVER IMPACTFUL, MEMORABLE & CREATIVE EXPERIENCES.
ROLE OF THE CUSTOMER SERVICE REPRESENTATIVE IS TO PIVOTALIN ACHIEVING THE OBJECTIVES OF THE ORGANIZATION. CUSTOMER SERVICE REPRESENTATIVE ARE THE FRONT LINE IN THE PROVISION OF SERVICES & CREATION OF EXPERIENCES.

RESPONSIBILITIES 
· SELLING 
· MARKETING  
· CUSTOMER SERVICE 
· BUILDING A RELATIONSHIP WITH CUSTOMERS 
· BUILDING A RELATIONSHIP WITH SHOPPERS
· TRAIN CASHIERS ON HOW TO OPERATE THE DEVICE
· TRAIN OWNERS ON HOW TO OPERATE THE DEVICE
· MANAGE WEEKLY CALL CYLE
· FIX TECHNICAL ISSUES ON THE DEVICE 
· ASSESS THE ENVIRONMENT
· PUTTING UP FRAMES
· AND PROMOTIONAL POSTERS & SHOPPER CARDS



NAME OF THE COMPANY 		:   	 UMPHEME DEVELOPMENT 
POSITION HELD	               	 :    	   STOCK CONTOLLER (CONSTRUCTION)
REASON FOR LEAVING                            :   	   PROJECT ENDED 
DURATION                                                   :   	   01 SEPTEMBER 2017- 31 AUGUST 2018


                              SITE CONTROLLER DUTIES AND RESPONSILITIES

THE SITE CONTROLLER’S DUTIES IS TO MAKE SURE THAT THE CORRECT OF STOCK IS MAINTAINED TO BE ABLE TO MEET DEMAND WHILE KEEPING THE COSTS OF HOLDING STOCK TO A MINIMUM.

DAILY ACTIVITIES:
THE FOLLOWING ARE SOME DAILY ACTIVITIES
· ORDERING OF STOCK
· RECEIVING OF STOCK
· STORING OF STOCK
· ISSUING OF STOCK
· COMPILES STOCK CONTROL RECORDS 
· PREPARES REQUISITIONS AND OTHER DOCUMENTS PURCHASING OR REQUISITIONNG 
NEW OR ADDITIONAL STOCK ITEMS
· STOCK TAKES 
· KEEPS BACK ORDER FILE IN ESTABLISHED SEQUENCE AND RELEASE BACK ORDERS FOR ISSUE AS STOCK BECOMES AVAILABLE
· REVIEWS FILES TO DETERMINE UNUSED ITEMS AND RECOMMENDS DISPOSAL OF EXCESS STOCK

NAME OF THE COMPANY		 :	   PAN AFRICAN DEVELOPMENT (PANDEV)
CURRENT POSITION 	            		 :	   SITE CLERK (CONSTRUCTION
REASON FOR LEAVING                            :               PROJECT ENDED 
DURATION                                                   :               01 FEBRUARY 2017-30 JUNE 2017

                             SITE CLERK DUTIES AND RESPONSIBILITIES

THE SITE CLERK IS A KEY MEMBER OF THE CONSTRUCTION TEAM.THE SITE CLERK SERVE AS MANAGEMENT’S ONSITE REPRESENTATIVE ON DAY TO DAY BASIS.ITS RESPONSIBILITIES MAY VARY FROM ONE PROJECT TO ANOTHER.
THE SITE CLERK DEALS WITH ALL ON SITE DOCUMENTATION SUCH AS DELIVERY DOCKETS, TIMESHEETS, ETC.

DAILY ACTIVITIES
THE FOLLOWING ARE SOME DAILY ACTIVITIES:

HR DUTIES
· ISSUE CLOCK CARDS DURING CLOCKING IN & OUT PROCEDURES 
· CALCULATE LABOUR HOURS PER HOUR AND SUBMIT TIMESHEETS/SPRAD SHEET TO THE OFFICE;
· OBTAIN LABOUR REQUIREMENTS FROM SITE AGENT AND RECRUITMENT; AND SUBMIT TO THE OFFICE 
· ASSIST WITH COMPLETING ENGAGEMENT FORM (STAFF INFO FORM, EMPLOYMENT CONTRACTS, END OF CONTRACT LETTERS), AND SUBMIT TO THE OFFICE 
· SUBMITE LEAVE RECONCILIATION ON MONTHLY BASIS 
· SUBMIT ABSENTEES REPORT ON A DAILY BASIS 
· LEAVE FORMS
· ASSIST WITH ALL HR SITE DUTIES
· ATTEND TO PAYROLL SITE QUERIES 
· RECORD KEEPING & FILING
· TYPING, RECEIVING & DISTRIBUTION OF CORRESPONDENCE 


FINANCE DUTIES 
· ORDER SUPPLIES FROM SUPPLIER ACCORDING TO REQUIREMENTS;
· MAKE OUT REQUISITION FOR AND SUBMIT TO COMPANY BUYER 
· ARRANGE FOR SUPPLIES TO BE DELIVERED TIMEOUSLY EITHER TO STORE OR ON SITE WHERE REQUIRED 
· RECEIVE ORDERS (ON RECEIPT OF THE MATERIAL COMPARE DELIVERY NOTE AND ACTUAL QUANTITY DELIVERY);
· MINISISE STOCK HOLDING IN STORE OR ON SITE BUT ENSURE ADEQUATE SUPPLIES WHEN REQUIRED
· CHECK HOW MCUH MATERIAL IS BEING REQUESTED VERUSU QUANTITY ALLOWED;
· CONDUCT A DAILY STOCK –TAKE TO DETERMINE REQUIREMENTS OF CONTRUCTORS TO BE ORDERED FOR NEXT DAY;
· MAINTAIN STORE ADMINISTRATION 
· SITE PETTY CASH ADMINISTRATION (SUBMIT PETTY RECONCILIATION TO THE CREDITORS CONTROLLER)
· MONTHLY SUBMISSION OF SUPPLIER INVOICES DELIVERY NOTES TO THE CRDITORS CONTROLLER;
· MONITORING OF LEASE AGREEMENTS (STAFF ACCOMMODATION)
· RECORD KEEPING & FILING 
· MONITORING & SAFE GUARDING OF HIRED EQUIPMENT
· IN CHARGE OF STORES DEPARTMENT (STOREMAN AND STORELADY) REPORTING TO ME 



NAME OF THE COMPANY	               :  	STRATOSTAFF 
POSITION HELD			 :	SITE ADMIN / PAYROLL ASSIST /            						              SITE SUPERVISOR (WAREHOUSE AND LOGISTICS)
DURATION				 :	01 MARCH 2015 – 31 JANUARY 2017
REASON FOR LEAVING		 :	RETRENCHMENT 

SITE ADMIN/ PAYROLL ASSISTANT/ SITE SUPERVISOR DUTIES AND RESPONSIBILITIES 

· RECRUITMENT OF NEW CANDIDATES
· RUN THE PAYROLL FOR GENERAL WORKERS AND DRIVERS
· COLLECT TIMESHEETS FROM THE WAREHOUSE
· EXTRACT CLOCKING TIMES FROM THE SYSTEM (ACCSYS PEOPLEWARE)
· MANUAL CALCULATATION OF HOURS AND MAKING SURE THAT IT CORRESPNONDS WITH ACCYS 
· DEAL WITH TIMESHEETS ISSUE VERSES THE CLIENT TIMES
· TAKE TIMESHEETS FOR SIGNING TO THE CLIENT 
· UPDATE PERSONAL INFORMATION OF STAFF, BANK DETAILS 
· FILLING UP UIF FORMS 
· DO CLIENT REQUEST, BRANCH REPORTS AND COSTING REPORT
· BIND ALL SUPPRTING FOR EACH CLIENT 
· GENERAL FILING
· SUPERVING THE SITE 
· LIAISE WITH SUPERVISORS (CLIENT SUPERVISORS) REGARDING THE SHORTAGE OF STAFF
· COMPILE TERMINATION FORMS 
· FILL PROVIDENT FUND FORMS FOR STAFF
· DEAL WITH DAY TO DAY ISSUES THAT ARISE WITHIN THE SITE 
· ORDERING AND DISTRIBUTION OF STAFF UNIFORM
· PREPARING KPI’S FOR THE CLIENT 
· MONITOR THE ATTENDANCE OF EMPLOYEE TRACKER
· MONITOR EMPLOYEE DATBASE ON TRACKER 
· ENSURING THAT ALL DRIVERS HAVE VALID DRIVING LICENCE AND VALID PDP
· NON-SA CITIZENS: MONITORING OF WORK PERMITS AND ENSURING THAT EMPLOYEES PROVIDE RENEWED WORK PERMITS TIMEOUSLY
· CHECK THAT COLUMN TOTAL FORMULARS PER DAY ARE CALCULATING CORRECTLY SO THAT IT WILL GIVE ACCURATE INFORMATION ON GRAPHS 
· PRPARING AND PROCESS A WIDE VARIETY OF SHIPMENTS; PICK, PACK AND TRANSPORT IN A SUITABLE MANNER 
· MAINTAIN A CLEAN AND SAFE CONDITION OF EQUIPMENT AND WORK AREA
· LOAD AND UNLOAD TRUCKS 
· PERFORM CYCLE COUNTS AND TARCK SHIPMENTS AND INVENTORY 
· CO-ORDINATE WAREHOUSE OPERATIONS TO SUPPORT INTERNAL AND EXTERNAL CUSTOMERS 
· EWNSURE COMPLIENCE WITH ENVIRONMENTAL HEALTH, SAFETY AND CORPORATE REGULATIONS 
· STRONG ORGANIZATIONAL 
· HARD WORKING AND RESULTS ORIENTED 
· ABLE TO UTILIZE TIME EFFICIENTLY
· ATTENDS DISCIPLINARY HEARINGS 
· IN CHARGE OF DAYSHIFT AND NIGHTSHIFT
· IN CHARGE OF WASH-BAY DEPARTMENT
· IN CHARGE OF MAINTAINANCE DEPARTMENT 
· CLAIMS CHECKER
· SCANNER 
· AND CHECKER

 

NAME OF THE COMPANY		:	SMOLLAN GROUP (TOTAL PETROLEUM)  
POSITION HELD			:	RETAIL SPECIALIST CONSULTANT
DURATION        			:	01 OCTOBER 2013-28 FEBRUARY 2015
REASON FOR LEAVING		:	BETTER OPPORTUNITY
 	
RETAIL SPECIALIST CONSULTANT DUTIES AND RESPONSIBILITIES

-JOB PURPOSE –TO MANAGE THE TOTAL CONVIENCE STORES THROUGH ENSURING DELIVERY OF CLIENTS OBJECTIVES WITHIN PARAMETERS OF RESPONSIBILITY
· MANAGE PROMOTIONAL ACTIVITIES
· ACHIEVE POINT OF PURCHASE / SALE OBJECTIVES  
CALL COMPLIENCE 
· LIASE WITH CUSTOMER AND CLIENTS 
· EFFECTIVE PEOPLE MANAGEMENT 
· TRAIN STAFF 
· SHELF HEALTH 
· EFFECTIVE ADMINISTRATION 
· SALES REPORTS, MAINTANANCE REPORTS AND STAFF REPORTS


COMPANY NAME                             :          COCA-COLA
POSITION HELD                                :          MERCHANDISER ORDER TAKER
DURATION                                         :          1 NOVEMBER 2005 – 30 JANUARY 2013
REASON FOR LEAVING                  :          BETTER OPPORTUNITY

JOB PURPOSE- IS TO ENSURE THE RIGHT AMOUNT OF GOODS ARE AVAIABLE IN STORE AND ARE BEING SOLD AT THE RIGHT PRICE.
· SELLING OF COCA COLA PRODUCTS
· MARKETING 
· PACK COLD DRINKS IN FRIDGES AND SHELFS
· RECEIVE ORDER
· MAKE ORDER
· PACK STOCK IN STOCK ROOM ACCORDING TO FIFO SYSTEM (FIRST IN FIRST OUT)
· CUSTOMER SERVICE 
· CLEANING OF FRIDGES AND SHELFS 
· DO PRICING
· DO PROMOTIONS
· DO SALES ORDER
· PUTTING UP POSTERS AND BANNERS FOR PROMOTIONAL ACTIVITIES

 REFERENCES
COMPANY NAME                                     :        BRANDS UNLIMITED( HEINEKEN ACCOUNT)
MY POSITION                                            :        CUSTOMER SERVICE REPRESENTATIVE
STARTED FROM APRIL                           :        CURRENTLY WORKING
MANAGER                                                  :        BRADLEY 0610124114/010 0650620
SUPERVISOR                                              :        PRECIOUS  0724449170/010 0650620

NAME OF COMPANY                                :         MASA (MEASURED ABILITY SOUTH AFRICA)
                                                                                 (SPAR DISTRIBUTION)
NAME OF PERSON                                     :         SFISO 
POSITION                                                     :         OPERATIONS MANAGER
CONTACT NO                                              :         0843808952/ 031 3126453


NAME OF COMPANY			:        UMPHEME DEVELOPMENT 
NAME OF PERSON 		              :        NTOMBI HLONGWA 
POSITION				:        HR 
CONTACT NO.				:        031 569 3700

NAME OF COMPANY			:        STRATOSTAFF(CITY LOGISTICS ACCOUNT)
NAME OF PERSON			:        DAREN NAIDU
POSITION 				:        BRANCH MANAGER /LOGISTICS MANAGER
CONTACT NO.				:        0315633477/ 0824668746

NAME OF COMPANY 			:        SMOLLAN GROUP (TOTAL PETROLEUM ACCOUNT)
NAME OF PERSON			:        ANTONETTA TIRIBABI
POSITION 	 			:        REGIONAL MANAGER 
CONTACT NO.                                            :	      011 8777300/ 0618771212

NAME OF COMPANY                               :         ANGSTAR MARKETING(COCA-COLA)
NAME OF PERSON                                    :         CHRISTOPHER NDLOVU
POSITION                                                    :         ACCOUNT MANAGER 
CONTACT NO.                                           :          0833060486/0315083100
 

	
