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EDUCATION
[image: ]CareerGuide University
Bachelor of Business Administration
Completed in 2018

[image: ]CareerGuide Business School Certificate in Business Administration Completed in 2015

[image: ]CareerGuide High School
National Senior Certificate (Matric)
Completed in 2014


SKILL
Strong organizational Skills
Ability to adapt quickly to changing priorities Proficient in Microsoft Office Suite
Attention to detail and accuracy

PROFILE
Highly motivated and results-oriented Business Administrator with extensive experience in managing administrative tasks and supporting organizational growth. Proven ability to streamline operations, improve efficiency, and drive business success. Excellent communication and interpersonal skills, with a strong focus on building and maintaining relationships. Adept at handling multiple responsibilities in fast-paced environments



WORK EXPERIENCE
Adaptive Serv Consortium | Business Administrator
2021 – Present
Oversaw daily administrative operations and provided support to senior management.
Managed the scheduling and coordination of meetings, conferences, and travel arrangements for executives.
Developed and implemented efficient office procedures, resulting in improved workflow and increased productivity.
Assisted in the preparation and analysis of financial reports, budgeting, and forecasting.


Jaden Skincare | Junior Business Administrator
2019 – 2021
Handled all aspects of office administration, including managing calendars, scheduling appointments, and organizing files.
Coordinated logistics for company events, including venue selection, catering, and guest accommodations.
Implemented a digital filing system, resulting in improved document management and accessibility.
Assisted in the development and execution of marketing strategies, including social media management and content creation.

Excellent Communication Skills

AWARDS	REFERENCES


Oct 2023 | Adaptive Serv
The Best Employee of the Year

Gordon Hakala
Adaptive Serv / Manager

Jaden Hakala
Jaden Skincare / CEO


May 2019 | Jaden Skincare
The Best Employee of the Year
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