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LUVO DYANI
JUNIOR ADMIN CLERK
Retail, Academic and Transport

	Profile
Black Male

0005296009086

Sterkspruit ( Willing to relocate)

Code C1 & C Driver’s License with own vehicle

English/Xhosa / Sesotho

MS Office
MS Excel
MS Publisher





Contact
PHONE:
073 307 1932


EMAIL:
Luvosluvo34@gmail.com
honors 
Best soccer player x 2015 -2017




	
	EDUCATION
Buffalo City TVET College
2020 - 2022
N4 Civil Engineering.
Sterkspruit Senior Secondary School
2019 – obtain my Grade 12


WORK EXPERIENCE
Total Southernwood – account officer clerk & pump attendant
March 2020 –  March 2022 
Sales Performance, Administrations –back office, Stock control wet and dry stock, HSEQ responsible, customer liaison and housekeeping. Payroll administration 
 
Total Lusikisiki - Driver
April 2022 and current 
Driving staff and doing deliveries Picking up parcel and doing Heavy duty delivery.

detailed cv on the next pages



















Skills and Expertise
· Types of fuels
Types of fuel available on the market such as petrol, diesel, bio-fuel, etc.

· Employment law
The law which mediates the relationship between employees and employers. It concerns employees' rights at work which are binding by the work contract.
· Sales activities
The supply of goods, sale of goods and the related financial aspects. The supply of goods entails the selection of goods, import and transfer. The financial aspect includes the processing of purchasing and sales invoices, payments etc. The sale of goods implies the proper presentation and positioning of the goods in the shop in terms of acessibility, promotion, light exposure.
· Manage staff
Manage employees and subordinates, working in a team or individually, to maximise their performance and contribution. Schedule their work and activities, give instructions, motivate and direct the workers to meet the company objectives. Monitor and measure how an employee undertakes their responsibilities and how well these activities are executed. Identify areas for improvement and make suggestions to achieve this. Lead a group of people to help them achieve goals and maintain an effective working relationship among staff.
· Supervise merchandise displays
Work closely together with visual display staff to decide how items should be displayed, in order to maximise customer interest and product sales.
· Maintain relationship with customers
Build a lasting and meaningful relationship with customers in order to ensure satisfaction and fidelity by providing accurate and friendly advice and support, by delivering quality products and services and by supplying after-sales information and service.

· Maintain relationship with suppliers
Build a lasting and meaningful relationship with suppliers and service providers in order to establish a positive, profitable and enduring collaboration, co-operation and contract negotiation.






· Order supplies
Command products from relevant suppliers to get convenient and profitable products to purchase.
· Ensure customer focus
Attitude that puts customers at the centre of the business in all cases.
· Study sales levels of products
Collect and analyse sales levels of products and services in order to use this information for determining the quantities to be produced in the following batches, customer feedback, price trends, and the efficiency of sales methods.
· Monitor customer service
Ensure all employees are providing excellent customer service in accordance to company policy.
· Manage theft prevention
Apply theft and robbery prevention; monitor security surveillance equipment; enforce security procedures if needed.
· Measure customer feedback
Evaluate customer's comments in order to find out whether customers feel satisfied or dissatisfied with the product or service.
· Use different communication channels
Make use of various types of communication channels such as verbal, handwritten, digital and telephonic communication with the purpose of constructing and sharing ideas or information.


· Adhere to organisational guidelines
Adhere to organisational or department specific standards and guidelines. Understand the motives of the organisation and the common agreements and act accordingly.
· Ensure correct goods labelling
Ensure that goods are labeled with all necessary labeling information (e.g. legal, technological, hazardous and others) regarding the product. Ensure that labels respects the legal requirements and adhere to regulations.


· Set up pricing strategies
Apply methods used for setting product value taking into consideration market conditions, competitor actions, input costs, and others.


EMPLOYMENT HISTORY
TOTAL SOUTHERNWOOD – EAST LONDON, EC
March 2020 – March 2022
Duties & Responsibilities
1. Sales performance
· My mandate is to drive the sales at the site.
· Motivate and drive staff to reach sales targets set by head office.
· Created staff incentives program to meet sales and targets
· Monitor and report any changer is sales patron.
2. Administration – Back office
· Opening and closing of shifts
· Cash-up and completing of data capturing (Information pack)
· Monitor banking
· Monitor cash flow management

4. Stock control – dry stocks
· It is paramount to supervise stock levels daily
· Place orders
· Check and receive stock (eg. Coke)
· Do daily stock counts selected items (KVI items)
· Have month-end stock counts all items


5. HSEQ Responsible
· Responsible for safety and security of all staff and assets at the site.
· Manage / update HSEQ File
· Manage staff training and training records


6. Coordinating all activities of the business
· Ensure community involvement (CSI)
· Arrange marketing
· Promote company brand in the area

7. Setting up Housekeeping schedule and monitor standards
· Housekeeping schedules must be checked daily and weekly to maintain standards
· Staff must be informed how is responsible for the cleaning of areas and roosters to be made.
8. Mingle with customers in shop/forecourt
· I must be the  face of the company
· Get feedback directly from customers and address them.
9. Staff Management
· Manage staff rosters
· Manage the clocking system
TOTAL LUSIKISIKI – LUSIKISIKI, EC
SENIOR MANAGER
Reason for leaving – under paid


   Current 
   Duties & Responsibilities


Delivery Driver responsibilities include:
· Delivering a wide variety of items
· Following delivery driving routes and time schedules
· Loading, unloading, preparing, inspecting and operating the delivery vehicle

Job brief
We are looking for a responsible Delivery Driver to distribute products promptly to our customers. You will represent our company in a professional and cost-effective manner to increase our profitability and customer satisfaction.
Responsibilities
· Deliver a wide variety of items to different addresses and through different routes
· Follow routes and time schedule
· Load, unload, prepare, inspect and operate a delivery vehicle
· Ask for feedback on provided services and resolve clients’ complaints
· Collect payments
· Inform customers about new products and services
· Complete logs and reports
· Follow DOT regulations and safety standards
Compliance & skills
· Proven working experience as a Delivery Driver
· Valid professional driver’s license
· Ability to operate forklifts and tractors in a variety of weather and traffic conditions
· Excellent organizational and time management skills
· Good driving record with no traffic violations
· High school Diploma - Matric
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MPUMELELO CHINA CINGO
219 Oxford Street,  	Office: (043) 772 1497  
East London
5201 	            	
Mobile: (063) 194 44454
E-MAIL: mpumelelocingo3@gmail.com


JESSICA QANDA
225 Main Street
073 499 0321
Lusikisiki
4820  



Mr Nameka 
LECTURE BUFFALO CITY TVET COLLEGE
EAST LONDON
5201
081 594 3993
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