
O F F I C E  A D M I N / M A N A G E R

K E K E T S O  M A T H A L A

YOCO

2021-2022

MERCHANDISE RESELLER

Negotiated successful sourcing and resale of merchandise.

Managed inventory and implemented effective marketing strategies.

Provided exceptional customer service, fostering long-term client

relationships.

E D U C A T I O N

Kananelo Senior Secondary

2020

GRADE 12

Richfield Graduate Institute

2021 - 2023

BACHELOR OF SCIENCE IT

Web Design

Design Thinking

Sales and Budget Management

Front End Coding

Problem-Solving

Computer Literacy

Microsoft Office e.g. Excel, Word

Strong Communication

S K I L L S

073 806 3709

Westdene, Bloemfontein

402102708@my.richfield.ac.za

keketso.netlify.app

B.Sc. IT graduate with a background in office administration and sales,

showcasing strong analytical, communication, and organizational skills;

increased sales by 15% as a merchandise reseller through targeted

online marketing, demonstrating confidence in swift technology

adaptation and a commitment to contribute value to your team.

P R O F I L E

E X P E R I E N C E

WinPro Financial Services 

2022 - Present

OFFICE ADMIN/MANAGER

Streamlined office operations.

Managed clerical tasks with precision, ensuring organized documentation. 

Led payroll data entry and processing, ensuring accuracy and compliance

for a team of 15+.

C E R T I F I C A T E S

SALES, SpecCon Hol;ding (Pty) Ltd, 2024

*References provided upon request


