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CONTACT DETAILS

Postal Address: P.O. Box 276
Ruimsig
1732
Telephone: Mobile: 083 351 1665

Email: luzannevh@gmail.com

PERSONAL DETAILS

Full Name and Surname
Luzanne van Heerden

Date of Birth
25 June 1980

Nationality
South African

Home Language
Afrikaans

Bilingual
Yes — Afrikaans and English

Gender
Female

Marital Status
Married

ID number
800625 0150 082

Drivers Licence and own transport
Yes

Location
Johannesburg, South Africa (Gauteng)

Hobbies
Gym, photography, arts & crafts
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PROFILE

The incumbent matriculated at Hoérskool Standerton in Mpumalanga 1998. In 2002 she obtained a Diploma in
Higher Education and in 2004 a B.Ed. Honours degree in Computer Based Education at the Rand Afrikaans University

(RAU).

During her studies, she was employed at the Rand Afrikaans University at the Faculty of Education as an
administrative assistant for three years, as well as a Personal assistant for a professor in the Accounting Department.

She furthermore did vacation work at Foschini during her studies.

In 2003 she accepted an Education position at Laerskool Horison in Roodepoort, taught Computers and Economics as
well as coached netball and long jump, which position she held until April 2008. She has, since May 2008 been
employed as an Accounts Manager with a sales component and acts as Personal Executive Assistant with

administrative duties at WirelessG until 2011.

After the birth of her first child, she accepted another Education Position at Radford House Private School in Fairland,

Roodepoort in 2012. She taught Afrikaans to the whole school (Gr 1-7), did extra murals such as Arts and Crafts and

assisted with athletics coaching.

She has good organisational and problem solving skills and has the ability to work independently and under pressure.
She is diligent and ambitious with perseverance, task driven and completes tasks in an absolute accurate and timely
manner. She is also very confident in what she does, very creative and pro-active and has initiative and integrity. She

is also computer literate & has excellent people and communication skills.
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TERTIARY EDUCATION

University: RAU
Rand Afrikaans University, Johannesburg,
South Africa, Gauteng

Degrees Completed: B.Ed. Hons. - Computer Based Education (Part Time)
Completed 2004
Subjects
Psychology 3, Computer skills and web page
designing, Education 3, Accounting 1

Higher Diploma in Education (Full Time)
Completed 2002

Awards:

1. Merit Bursary for 2001 — Average above 65%
2. House committee Member - Kruinsig Ladies Residence - Rand Afrikaans University 2002
3. SRCSubcommittee Member at RAU —2001-2003

Leadership:

1. Administrative assistant for the RAU Faculty of Education in 2000-2002
2. Professor’s assistant for the RAU Accounting Department in 2001-2002
i. Research
ii. Administrative tasks

SECONDARY EDUCATION

School Attended: Hoérskool Standerton

Highest Qualification obtained: Senior Certificate

Awards
- - Colours for Choir
- Choir captain (1998)

Academic - Academic Badge (1996)
- Academic Badge (1997)
Leadership
- Sport - Netball captain (1995)
- Netball captain (1997)
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EMPLOYMENT

FULL TIME WORK

a) Name of Firm:

Position Held:

Job Function:

Radford House Private School (1 Jan 2012 — current)

Permanent skilled level position at Radford House in the Education sector in
Johannesburg, Fairland, South Africa (Gauteng).

Teacher / assistant coach
- Afrikaans Teacher Gr 1-7
- Athletics coach assistant

- Arts and Crafts extra murals

b) Name of Firm:

Position Held:

Job Function:

WirelessG (May 2008- Mar 2011)

Permanent skilled level position at WirelessG in the Telecommunication sector In
Pretoria, South Africa (Gauteng).

Accounts Manager / Personal Executive Assistant - Administrator / Sales

- Personal Executive Assistant

- Managing Accounts for 20-30 Current clients

- General Administration

- Assisting in Campaign Planning

- Dealing with internal requests and claims

- Scheduling meetings

- Attending and keeping minutes of all correspondence between company and
clients

- Coordinating the design of presentation from other departments or design self
- Meeting deadlines

- Assisting with Budget planning and capturing of data

- Monthly reporting

- Creating of documentation- design & layout.

- Updating sales database.

- Management By Objective (MBO) reporting

- Building and keeping a continuous relationship with clients

- Constantly communicating with current clients

- Preparing documentation for Agent Training.

- Deadline driven

- Capturing of data and maintaining that data

- Maintaining all filing for allocated customers

- Leading and coordinating strategic planning and implementation
- Dealing professionally with high level business clients
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Awards:

Name of Firm:

Position Held:

Job Function:

Name of Firm:

Position Held:

Job Function:

Employee of the Year 2008 of my Department.

Laerskool Horison (2003-2008)

Permanent skilled level position at Horison Laerskool in the Education sector in
Johannesburg, Roodepoort, South Africa (Gauteng).

Teacher / coach

- Economics Teacher Grade 7

- Computer Teacher Grade 0-7
- Netball and Long jump coach

- Designing of computer lessons
- Organising Year End Functions

Rand Afrikaans University (RAU) 1999-2002

Casual entry level position as a Student Assistant / Administrator at the Rand
Afrikaans University in the Education sector in Johannesburg, South Africa (Gauteng).

Student Assistant / Administrator

- General Administration

- Assist in graduation event planning

- Handle internal student requests

- Schedule meetings

- Assisting with Budget planning and capturing of data
- Creating of documentation- design & layout.

- Updating student database.

- Building and keeping a continuous relationship with students
- Preparing documentation for student Training.

- Deadlines

- Capturing of data and maintaining that data

- Maintaining all filing for allocated students.
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PART TIME WORK
a) Freelance typist: Freelance legal typing and billing for Advocates in and around Gauteng since 2009-
current.

Freelance teaching: Freelance teaching at Private School

Name of Firm: Foschini Standerton 1997-2002

Casual entry level position as a Floor assistant at Foschini in the FMCG, Retail &
Wholesale sector in Standerton, South Africa (Mpumalanga).

Position Held: Assistant
Job Function: - Assisting customers

- Cashier
- Stock Taking

REFERENCES

References are available on request




