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BATLAGAE TRUST

51 Plein Street. 16th Fl oor

SHELL HOUSE

J OHANHESBURG

2000

Cct ober 27. 1992

Dear Conrade Mohammad Ti kly

RE:

nus;

APPLI CATI ON FOR A RECEPTI ONI ST SECRETARY POSI TI ON - BATLAGAE

| would like to nake an application for the above nentioned vacancy
and | wish to submt for Your consideration my CV. This includes
ny three years Receptioni st experience in various conpanies.

1 amcurrently with ANC Busi ness Unit (Mvenent Marketing
Enterprises) as a Receptionist.

1 amespecially confident ,that my past experience as a
Receptioni st/ Secretary will enable nme to meet your requirenents.
1 should be grateful for an opportunity to discuss ny suitability
for the position with you. | can attend an interview at any tine
to suit your convinience.

Thanking you in anticipation.

Yours Conradely ’

W. 0 ;

LEBOHANG BALOYI (HS)

cl eehoXapplication.lh’



NAME

SURNANE

RESI DENTI AL ADDRESS
DATE OF BI RTH
POSTAL ADDRESS
TEL No

NATI ONALI TY

MARI TAL STATUS
SEX

HOVE LANGUAGE

J

OTHER

HEALTH

DRI VERS LI CENCE

( SLHREEI CZLLLJJDI KTI TFZKE
Lebohang Mari a

Bal ovi

1474 NMokgotl a Street
Vosl| oor us

1468

18t h Decenber 1969
As Above

(H (011) 906-3510
(W (011) 29-3032
South African

Si ngl e

Fenal e

Sout hern Sot ho

Engl i sh, Xhosa.
Nort hern Sot ho
Excel | ent

None

Zul u.

Tswana &



| ELILKZZyl i | CMN2&L. g$32kl ;11?1 (32yl TLCMNES
EDUCATI ONAL LEVEL : Std 10. Sout hern V Sot ho.
Hi story, BiologY. :Geography.

English & Afrikaans

COLLEGE ATTENDED : N3 Di pl oma, Typi ng
Comuni cati on, Accounting &

Ofice Practice

| EmaEUQCXYDI EHNUP Li | ESTKIEZY’

NAME OF COVPANY : Johannesburg Umitec Institute
.1990- 1991

PCSI TI ON HELD : Recepti oni st

PERIOD : One (1) Year

DUTLES e : . Wrked on a Reception area

wel com ng of visitors, show ng

them around the conpany and

explaining to them on how the

conpany runs. Explaining to

t hem about the fees for

di fferent courses. Punching of

all the information in, the

conput er, recieving of

paynments, sendi ng of brochures

by post, doing of the banking,

sending it to our Accounts

Department. Acting as a

tenmporarily Secretary, to ny

Boss.

REASON FOR LEAVING |: Better Prospects
REFERENCES : Carol ML110 (011)1334-2735/6

|

NAME OF COVPANY : Movenent Marketing Enterprises
1 (Pty) Ltd (1991 JULY-TO DATE)

PCSI TION HELD : Assistant to Mail Order Co-
Ordi nat or/ Admi ni strator/a Part

Time Secretary and Recepti oni st

as wel | .



DUTI ES

Assistant to Hailv O der Co-
ordi nator: Receiving of orders
from ANC nenber5 all over South
Africa. Processing of orders
on the conputer, taking of

pi cking slip to our dispatching
department, liasing with our
St ores Manager, typing of
standard letters, dealing with
queries fromour custoners,
sendi ng of new catal ogues to
customers_(25 000) per nonth.
Rei eavi ng of our Recepti oni st
during her absence.

Adm ni strator: Odering of
Stationery tor the whole
Depart ment, maning of Petty
Cash, ordering of Refreshnents
for the Staff Menbers and for
the visitors. Typing of
docunents on Wordperfect 5.1,
Creating of a docunent,
printing of a docunment, and
typing for Four (4) people in
our department. Updating of
Code nunbers in the conputer.
Doi ng Lotus 1-2-3,(How to nove
around wor ksheet,’creating of a-
wor ksheet, basic nenu and
conmands, special maths
functions, saving and
retrievi ngwor ksheets, printing
of worksheets and creating of
Reports at the end of each
nont h. Wbrki ng on advanced
Lotus as well. Liase with our
Head of Department with our
Price List for Four
Departnents, that is (Mvenent
Tradi ng Shop, Hawkers for the
ANC, Whol esal e and Mail Order
Depart ment.)

Part Tinme Secretary: Mking of
appoi ntnent for my Boss,
keeping his diary, screening of
all his phone calls, taking of
nessages, typing of standard
letters, typing fromthe

di ct aphone. taking of mnutes
during the staff neeting, doing
filing.



RFASON FOR LEAVI NG
REFERENCES

me VWWAEWW/

Receptioni st: Operating of

swi t chboard (Si enens PABX) 20
extension |ines. Taking of
nessages for absent coll eques,
typing of Lotus 1-2-3 (typing
of Reports). Controlling of
the car, mmking sure that the
driver keeps the |og book up to
date. Ordering of stationery
and mani ng of Petty Cash.
Better Prospects.

KABELO MPESI

AFRI CAN NATI ONAL CONGRESS

FI NANCE DEPARTMENT

(011) 330-7251

PETE ROUSSCS

MOVEMENT MARKETI NG
ENTERPRI SE (PTY) LTD

(011) 29-3032/5 33007138
CAROL MLILO

OWN TEC | NSTI TUTE ( PTY)

LTD

(011) 334-2735

VI OLET MOLEPE

XPS SERVI CES

(011) 921-7618

FUSI ZAZAYOKVE

MA- ZAZA DI STRI BUTORS

(011) 838-5015/6

SHI RLEY MANGOPE

ELECTI ON COWM SSI ON

(011) 330-7261



11390 Ext 6

KAG Q@D

1744

07 Octuber 1992

Bat | agae Trugt

African National Cwngrenmw

51 Plein Street

JUHANNE$ HURG

2001

Daar Dunrade

| Haula 11kg ta makw $H applicatim fur tha amve pwat and |
wish t0 aubmt for ymur cOnS$ideratim my CV. This includeg ny
W ght ywara typing exparience, fnmur years Secretarial and
receptioni st euperianca in varinua nrgani aati anw

1 gmnurr&tly with ANC Euai nawa Unit (ananent Marketing
Enterprises) 3% an Aasiatant ta Publi$hing Chmardi atar a d
mami ng Mail Drdmr Danmartnent. | am e$peci ally confident that
ny pagt axperiancmaa a Racaptimiwt/Bwcr& mw Hi Il wrabl w ma
t0 neet ymur requiramanta.

| whrmuld ha grateful fur an nmppmrtunity to di scu%®sb6 ny
suitability for the pmaition with you. x camnttand an
intwview at any tinme tn suit your cwnvenience.

Yours cunradely

Wake

BBQHI $1WsHI BLEXWHANEDEE. (nee’ Mucumi)



NAME | EAGAI SI SHI RLEY MANGOPE (nal’ Mocum )’
ADDRESS & TEL NUI 11290 Ext 6, HABIBO. 1744
Tal : (011) 410 2556 (H), (011) 29-3032 (W
DATE AND PLACE OF BI RTH 23 FEBRUARY 1960, MAFI HENg,
SCHOOLS AND COURSES COVPLETED, W TH DATES: Makgetl a Secondary
1975- 1977, Batswana Conmerci al High
1978- 1979, Pitman Typi ng Couraes -
El ementary, Intermedi atl and Advance,
Pitman Engli sh Caurses - El enentary and
Internedi ate - 1986ul987, Secretaries
| mprovenent Plan and Kelly G rl Breenoaks
. ;' Word Processing Course - 1991
DETAI LS OF GUALI FI CATI ONSI STD 9
DETAI LS OF WORK EXPERI ENCE! 1980 January 0 1981 March
Enpl oyed as a typist at
Eophut hat mvana Gover nnent -
Foreign Affairs Dept. My duties
were: typing bills, gazettes,
correspondence, invitations and
organi si ng for banquets and
" di nners.
REASON FOR LEAVI NG Butter praupacts.
WV
4 Enpl oyed by the University of
Bophut hat swana Li brary. Dutinn
| worked in different departments
inthe library:-

kanh.
Typi ng book orders,
correspondence, filling order

forns and correspondence

al phabetically according to
dates. After every three/four
nmonths | checked orders we have
not rucaived and wit. dollars
claimletters.



REASONS FOR LEAVI NG

I nterlibranwanansnbDept .

Typed interlibrary loan forns to
| eans books fromdifflrant
univarmty libraries and ot her
libraries, filling and rem ndi ng
users ta return books in tine.
Eggi od; cal s Degt .

Typed puriodicals orders and
newspapers, mmiling. receiving
mai |, shelving new arrivals and
filling the previous issues in
tha Jiffy baxau. If w rucnivad
any damaged arders | returned
them for replacenent. At the end
of the thiwd/fourth munth | wote
claimletters to dealers. The
begi nni ng of each year | prepared
the previous year’s periodicals
for binding. Updating the kardex
card and assigting library usaru
to locatm Journal s they want.
Duri ng exans and when there is
cri$is | helpwd at the issue
desk: issue banks, receiving and
checking in the computer if the
book is available, borruwd or
out of stock.

| applied for a higher post and
to gain nore experience.

LAV

| applied for a vacancy for

a Secretary in Education
Department for Schoal O

Af ri kaanm and Bet mnana.

My duties included, typing,
guastion pnpars far students.
correspondence, books and

aani sting students where
necesnary recaiving visitors and
taki ng tel ephone nessages for
Haad of Departnments. | typed on
the conputer using word perfect.



, gafwgfnmkj. . .
; - REAQONS FOR JOB CHANGE: | got married - 1n Kagi so
(Krugeradorp) and noved hire to
join ny husband.
, Eai i | hduuuu; :; 1331 | ul x
Juined Kelly Grl Pnrt-Tine
Di vi sinn in Johannesburg. |
tenmped in different companies.
Travel Agency 1 Typist, Ebony
Accountants - Secretary,
Truworthm Credit Controller
1Division-Birl
Friday/Becrntar’y. National Land
Conmi ssinn as a Receptionist and
ANC ' Buai neas Unit as a
Receptionist for two munths and
| wan taken parmanant from
Sept enber 1991 to date.
My dutianl | operate the
awi t chboard, take mmssages,
racei ving viuitors and show ng
themin and typing for faur
people. | am nani ng petty cash
and ordering and issuaing
stationery during the
admi ni strator’s absuncn
| unme word perfect and Lotus
1-2-3 wel .
DETAI LS OF LEI SURE | NTERESTBI Handi ng. Watching TV and
Travel i ng.
REASONB FOR JOB CHANGE | TKQTRENCHEDb
AVAI LABI LI TY TO START | | mediately.
SALARY | Negati abln
REFEREES: Ms Sarah Kibirige
Uni versity of Bophut hat awana
Private Bag X20
MVABATHO
8680



REFEREES: Ma Sarah Hi biriga
Uni versity of Bophut hat swana
Private Bag X20

MVABATHD

8680

M C E Manni ng

UNI HU (Position: Librarian)
MVABATHU

8681

Tel : (0140) 892111

PETE QOU$90s

ANC Buui neaa Uni t

51 Plain Street

16t h Fl our

J OHANNEQHURG

Tel : 29"3032



Moverrent Marketing Enterprises (Pty). Ltd

PO Box 1092. Joubert Park, 2044, Johannesburg. Tel: 29-3032/5 . 29-3042, Fax:

16th Fl oor, Shell House, 51 Plein Street. cnr King George Str., Johannesburg.
To: To Whomit may concern

From Peter Roussos

General Manager

Date: 9th Cctober 1992

Re: Letter of Reconmendation

Shirl ey Mangope has been empl oyed at Movenent Marketing
Enterprises for the past year. She was originally enployed in the
position of receptionist and subsequently transferred to the
publ i cations departnment where she assisted the head of

departrment. 4

Her duties in reception included Petty Cash: monitoring the use
of office equi pnent; keeping track of stationery; genera
secretarial _work including work on both Wrdperfect and Lot us;
apd dealing with clients both on the phone and in reception

When she was transferred into the publications departnent she was
trained on the conputer fax. and dealt mainly with. potentia
advertisers for the publications that the department was

pr oduci ng.

We have found Shirley to be both reliable and efficient in her
work. She is very presentable at reception and is able to adjust
to changing circunstances. | would therefore have noi hesitation

i n recommendi ng her for enploynment. Please contact nme if
necessary for further information

Yours sincerely,

Pet er Roussos.

2 Ln 2

(3'L

I k/itV

29- 0050



