CURRICULUM VITAE
For
SIBANDA NOCEBO
40597 Ext 20
Nhlanhla Street
Mamelodi East
Pretoria
South Africa
Cell- +2764 164 8076/ +2781 0019889                                                                                                
nocebosibanda22@gmail.com
PERSONAL PROFILE
Sex                                                                                   Female
Date of Birth                                                                  19 April 1984
Languages                                                                       English, Ndebele, Zulu, Shona
Nationality                                                                      Zimbabwean
Passport Number                                                          DN805011 
Driver’s license (class 4)                                               45679JZ                                
ACADEMIC PROFILE
· BscHonours Degree in Sociology
University of Zimbabwe (2008)
· Diploma in Personnel Management –Institute of people Management in Zimbabwe
· Diploma in law ( Conciliation and arbitration) 
University of Zimbabwe 2014
· Certificate in Computer Microsoft Packages
· A-level   -   Founders High School Bulawayo 
· O- level – 6 subjects including English Language
WORK EXPERIENCE
1. Admin and HR Clerk
Accounts department
Dely Road Super Spar- Newlands Pretoria
01 March 2017- Current
Duties:  1. Coordinating admin activities and operations to secure efficiency and compliance to        company policies.
2. Typing quotations when needed
3. Printing and replying to important emails
4. Accountable cash and bank reconciliation
5. Preparation and payment for cash invoices and statements
6. Loading all the client database into the system and mail to the needed department and to management
7. Assisting the cashiers( cash recon for the day
8. Claim settlements( calling suppliers to give us credit notes for the outstanding claims
9. Assisting in the processing of the payroll

05 January 2015 to 31 March 2016
National Employment Council for the Transport Operating Industry-Zimbabwe
 Position – Designated Agent
[bookmark: _GoBack]Reason for leaving- Retrenchment
KEY RESULT AREAS
· Advise and assist both employers and employees in relation to their employment rights/ obligations or interests.
· Inspect / examine employment books, records and premises to ensure that all of the CBA provisions are adhered to
· Regular industrial inspections
· Investigate complaints from workers and write a report.
· Investigate and conciliate on labour disputes.
·  Investigate, advise and report on applications for, exemption, retrenchment or short time work
· Submission of monthly reports

1. 01 May 2010 to 31 December 2014
Soft Drinks Manufacturing Workers Union- Zimbabwe
Position-NationalOrganising Secretary
KEY RESULT AREAS
· Interpretingand implementing the Labour Act and various labour statutes in resolving disputed grievances.
· Advising and assisting employees and employers in implementing codes of conducts in relation to disciplinary cases.
· Assessing, surveying and addressing problems that befall workers in the industry.
· Representing members of the union in labour dispute solving machinery up to the Labour Court.
· Educating workers about their rights at work places.
· Conducting trainings in various labour issues.
· Supervision of workers committee elections and training of new committees
· Collective Bargaining at National Employment Council level.

2. Ministry of Labour and Social Services- Zimbabwe
02 January 2009 to 31 April 2010
Labour Officer (conciliator)
KEY RESULT AREAS
· Grievance handling
· Advising and assisting employers and employees in interpretation and implementation of the Labour Act, statutory instruments and codes of conducts.
· Intervening in collective job actions with the view of bringing warning parties to a consensus and continue with normal production.
· Inspection of workplaces and advising employers and employees on terms and conditions of employment as outlined  in the various labour legislations and statutory instruments
· Conducting worker education on their rights, supervision of workers committee elections and training of new committees
· Addressing the dispute of unfair labour practice through conciliation.
· Conducting trainings in various labour issues

STRENGTHS 
·  Excellent Computer literacy including Microsoft office
· Good communication skills(English, Zulu)
· Good negotiation, mediation, conciliation, organizational, planning and analytical skills.
· Team player and goal oriented

REFERENCEES
The Chief Designated Agent                                       The President
NEC for the Transport Operating industry               Soft Drinks Manufacturing
P.O Box 2100                                                                 workers Union
Harare                                                                             P. O. Box 1002 Harare
Tel – +2634- 705378/9                                                 Tel- +263773882617

The Senior Designated Agent                                      Superviser/ Accounts                               
NEC Transport                                                                Dely Road Superspar
P. O. Box 2596                                                                Newlands          
Bulawayo                                                                        Pretoria
Tel- +263-9-65040                                                         Tel - +27 74 769 2563



