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CURRICULUM VITAE
Personal Information

Marital Status: Married 






Sex: Male







Nationality: Zimbabwean







I. D. Number: 08-575050-F08






Passport Number: BN704976 






Date of Birth: 01 November 1970
Languages 



English, Shona and Ndebele.

Hobbies 




Soccer, traveling,reading and watching movies.

Qualification                                        University of Cambridge Ordinary                    Level (1985-1988)
· Religigious Studies 



B
· Ndebele




A
· Science



             B
· English Langauge                                           B
· Mathematics                                                   C

· English Literature                                            D

· Geography                                                      B

· History                                                             D

Work Experience
      Portland Holdings Limited  
July  1991-Aug 2009 
Position:


         Loader  (July 1991 – Sept 1993)
· Loading of road vehicles and rail wagons making sure no breakages are loaded.
Position:
                   
Packer Operator (Sept 1993 – Aug 1994)   
· Operating the packing machine
Position:                              Scale Operator ( Aug 1994- Sept 1996)
· Worked as a Scale Operator 
· Ensuring that a bag had 50kg of cement using the scale .
· Also reliefing  the Senior Leading Hand

Position:                               Oiler/ Greaser (Sept 1996 – June 1999)

· Checking the machines making sure they had enough oil and grease at all the time. 
· Reporting all irregularities of the machine to the Maintainence Planner ,to be further checked by the artisans. 

Position:                                 Weighbridge Operator(Jun 99 – May 2002)            
· Weighing all unloaded and loaded vehicles to ensure they carried the required number of bags or quantity before leaving the factory   

Position:                                 Despatch Clerk (May 2002– April 2004) 

· Processing of rail and road dispatches using MIMS. 

· Daily balancing of dispatched figures on Excel spreadsheet against MIMS. 

· Ensure that labeling of Local and Export rail wagons is done accurate.           

Current Position:                      Sales Clerk (April 2004– August 2009) 
· Request or receive official order by telephone, fax, email or post, take them to the Managers for approval.
· Prepare a Quotation/Proforma Invoice in SAP in accordance with the quotation procedure. Details recorded in Cement allocation sheet in Allocations folder on Sales server (Controlling document)

· Ensure the quotation bears the correct product, price and quantity before generating order ID in SAP

·  Record customer payment in the Cash Register. 

· Verification of the payment before being receipted to the customer account

· Submit quote and copy of payment to the Managers for approval

· Create order ID in SAP, print and the customer signs for the copies of the order ID and the condition of sale letter for collection of product at the factory immediately. 
· Prepare weekly cash flow meeting reports that is open quotes, open orders, cash inflow report, sales figures and stock allocation summary 

· Daily update and maintain sales analysis, ensure sales figures balances. 

· Run outstanding quotations and orders reports in SAP and complete the stock allocation summary daily.

· Month-end balancing report for both local and export. 
· Reconciling customer accounts.

· Correction of misallocated payments and billing errors by processing credit notes.

· Credit note requisition form completed and documentary proof of the reason for the credit attached.

· Credit notes referred to the proper authority for approval before any credit is passed to the Account Dept for endorsement.

· Clearing customer accounts by matching billing documents against the payments.
· Prints all sales sheets for the previous day

· Carries out the initial validation checking that quantity, price and customer name are all correct.

· Initial sales validation sheet are signed as proof of checking.

· Submits sales validation sheets for second validation by the respective supervisor.

     Personal Competence

· Ability to work under pressure with minimum or no supervision

· Able and comfortable to work under pressure

· Self motivated
· Ability to work under any environment 

· Willing to take any kind of a job
References




Mark Hermansen 



Packing Plant Foreman

                                                                                            Tel: 263 – 09-290501-16 
Mr. Roger Steyn 
                                              

Sales & Marketing Manager 

Portland Holdings Limited
             P.Box 1493 








Bulawayo


Tel: 263 – 9 – 72270/74455
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