CURRICULUM VITAE OF PHOZISA NGUDLE-BOCO

15 Brown Road
Haven hills
EAST LONDON
5201

Cell: 0730664454/0785298953

phozisangudle@gmail.com

PERSONAL INFORMATION

Date of Birth: 10 March 1993 Nationality : South Africa
Languages :isiXhosa & English Identity number :9303101131083
Gender : Female Availability : As soon as possible
License : Code 10

ACADEMIC DETAILS

Qualification :N Diploma: Human Resource Management

Institution :Port Elizabeth College

Year completed 2017

Highest Grade passed : Matric

Year :2011

School Attended : Umtata International School

Highest grade passed 112

SKILLS AND COMPENTENCES

Proven personnel management, administrative and customer service experience.
Telephonic skills

Computer experience: Microsoft word, Microsoft Excel, Outlook & Email.

Verbal communication

Handles pressure

LA A

Customer focus




WORK EXPERIENCE

o ¢ & & & o

Name of the company: AQUITY INNOVATIONS

Position: Pata Capturer

Organisation Aquity Innovations

Period 20 September 2021- 30 September 2025

Support patient file retrieval and new file documentation for clients with appointments and
for all new clients
Support the implementation and maintenance of filing systems and TIER.Net records
Ensure good filing storage and good-quality data capture and recording on TIER.Net
Support the implementation of all file management standard operating procedures (SOPs)
and TIER.Net modules
Participate in file placement and arrangement after a clinic visit, ensuring that all files are
accurately captured on TIER.Net
Generate a list of patients with early and late missed appointments
Monitor patients lost to follow-up and refer them to Linkage Officers and Campaign Agents
for tracing
Provide good quality weekly, monthly, quarterly, semi-annual and annual facility-level data
Review clinical stationery and registers daily to ensure data quality
Conduct weekly TIER.Net audits to ensure that all ART patients are assigned an outcome in
the system
Generate a TIER Net monthly report on the day that the DHIS monthly sheet is compiled and
run a dispatch.

Organize, sort and collect unprocessed data capturing documents for processing.
Draw attention of nursing personnel to incompleteness of all data collection tool(registers}
Pre pulling and drawing of patient files
Checks captured data for accuracy and amend where necessary.
Validate captured data before submitting to the facility manager and sub district information.
Printout the TB patients that are not evaluated for the programme manager and identify




Name of the company: Department of Heath
Position: Human Resource Management Intern

Period
Duties:

03 June 2019 -31 May 2021

DUTIES PERFORMED AT HR REGISTRY

Ensuring filling of all personnel documents and keep filling up to date

Ensure safe guarding of HR records

Create of four files ie PERSONAL FILE (SP), LEAVE FILE {SV)REMUNERATION FILE (SR) AND
DEVELOPMENT FILE {5D)

Monitor movement of file and assist in retrieval and filling information

Ability to book files in and out through REMS.

Capture new appointments and put them in their bin and box numbers as per system

DUTIES PERFOMED AT RECUITMENT AND SELECTION SECTION

Responsible for recruitment, selection and appointment

Working on PERSAL system doing different tasks

Evaluating applicants by discussing requirements and applicant qualification with managers
Assists in Master List, writing of shortlisting and interviews memorandum.
Analyzing responses

Verifying references

Comparing qualifications to job requirements

Arranges management interviews by coordinating schedules

Assists in capturing appointments

Typing reports, letters, memorandums

Writing of appointment letters for the successful candidates

DUTIES PERFOMED AT EMPLOYEES SERVICE BENEFITS

L

Capturing different types of leaves using function #4.5.4
Assist in Capturing of PMDS.
Assist in writing of memorandums

Process payments of resettiement allowances

Assist in batching and capturing of overtime allowances
acting allowances

Assist in processing of housing allowances

Assist in processing nodal allowances

Grade progressions and rank promotion

Creating of Gehs certificate




Name

Position
Organisation
Contact Details

Name

Position
Organisation
Contact details

Name

Position
Organisation
Contact details

Ms A Gangatha
MERL Officer
Aquity Innovations
0783715532

Mr M Matshikili

HR Supervisor
Department of Health
0787554515

Bertha Magrimo
Operational Manager
Department of Health
0838432022
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REPUBLIC OF SOUTH AFRICA

National Senior Certificate

|
4 Awarded to
Phozisa Ngudle
1
Identity number 9303101131083
Achievement
Subject % level i
IsiXhosa Home Language 69 )
English First Additional Language 53 4
Life Orientation 51 4 ?
Business Studies 50 4 ;
Economics 4] 3
Geography : . 43 3
2 ok ekt ok W_: ko ook ok ok $x * '
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: 0% -10- 28 T e —
OF THE ORIGIN Y
GLERK OF THE CIVIL COURT (01) CERTIFEED A 7 THE ORIGINAL DOU‘W“E

.................
..............

.....................

This candidate is awarded the National Senior Certificate and has met the minimum requirements for
admission to diploma or higher certificate study as gazetted for admission to higher education, subject to
the admission requirements of the higher education institution concerned.

With effect from December 2011

RSN TR 120 1408 8791 Y

Chief Executive Officer ”mﬂmmmmmwmmm

This certificate is issued without alterations or erasure of any kind

Council for Quality Assurance in
General and Further Education and Training |
South Africa 3112941
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DEPARTMENT: HIGHER EDUCATION AND TRAINING
REPUBLIC OF SOUTH AFRICA

NATIONAL N DIPLOMA
HUMAN RESOURCES MANAGEMENT

AWARDED TO
NGUDLE PHOZISA
IDENTITY NUMBER

9303101131083

WITH EFFECT FROM

2017/12/01
MINIMUM TRAINING PERIOD: 3 YEARS
* INDICATES DISTINCTION

COMPUTER PRACTICE N4
ENTREPRENEURSHIP AND BUSINESS MANAGEMENT N4 N5
INTRODUCTORY COMPUTER PRACTICE N4
LABOUR RELATIONS N5 N6
MANAGEMENT COMMUNICATION N4
PERSONNEL MANAGEMENT N4 N5 N6
PERSONNEL TRAINING N5 N6
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Issued by the Director-General of the Department of Higher Education and Training ﬁf, b r :

under delegated authority from the Quality Council for Trade and Occupations QP ity i Timie K o patak
36282554W
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