	RAKKEL LOISE NKOSHI
PRIVATE SECRETARY 

PROFILE

	I am a young, energetic, ambitious and dedicated person who has developed a mature and responsible approach to any task that I undertake or situations presented to me. I hold a Bachelor’s Degree in Business Managements Honours and a Bachelor of Business Administration from the University of Science and Technology. I am currently enrolled for a Postgraduate Diploma in Risk Management at the University of South Africa (UNISA). I am highly organised and efficient individual, hardworking and very keen to always and acquire knowledge, I have a great eye for detail, eager to learn and i enjoy overcoming challenges. I’m also adaptive to new environment.




WORK EXPERIENCE

	PRIVATE SECRETARY : MINISTRY OF AGRICULTURE, WATER AND LAND REFORM 

	June 2017 – Present


	Responsibilities:

	· Arrangements and cancellations of appointments, Reservations and travelling arrangements
· Keeping and updating of diaries, incoming/outgoing submissions, the weekly priority registers and inventory register 
· Performing elementary clerical work with regard to processing S&T and advance claims Directorate’s procurement plans and stock control procurement implementation.
· Filling, retrieving and safe-keeping of all documents.
· Drafting/Compiling and typing of manuscripts, letters, memoranda and minutes. 



	CLIENT SERVICES ADVISOR: MMI HOLDINGS NAMIBIA (MOMENTUM-METROPOLITAN)

	May 2015 – May 2017

	

	Responsibilities:
· Assists clients with queries and providing information about insurance (policies) and other required information 
· Taking ownership of queries and ensuring they are resolved timorously and effectively 
· Enhancing and creating good relationship with all clients/stakeholders and maintaining a consistent service delivery to ensure client retention and satisfaction
· Receive payments and maintain monthly, weekly and daily report transactions 
· Ensuring accurate completion of document and administrative duties as per departmental standards and guidelines in order to meet client’s need


	ADMINISTRATOR : FIRST NATIONAL BANK HOLDINGS NAMIBIA 

	September 2013 – April 2015


	Responsibilities:

	· Attend to incoming cheques, verifications from other banks and update accordingly.
· Looking for irregularities on cheques on time and present them to coordinator to prevent loss to the bank
· Daily filing of cheques and bank statements
· Effectively and timorously resolve queries relating to the flow of documentation
· Assist with the development and formalization of the team’s safekeeping process






EDUCATION

	

	
	BACHELOR OF BUSINESS MANAGEMENT HONOURS

	Namibia University of Science and Technology — 2017 - 2017 

	BACHELOR OF BUSINESS ADMINISTRATION

	Polytechnic of Namibia — 2010 – 2014









	

	



		PERSONAL DETAILS

	

	Erf 1341 – Sweet Thorn Street.

	Acacia, Dorado Park, Windhoek

	

	C (+26481) 222 8780

	

	

	rnkoshi@gmail.com  
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PROFESSIONAL SKILLS

	

	Proficient with:

	MS Office, Avril Payment Solution

	

	Excellent communication skills:

	Both verbal and written 

	

	Charismatic and confident public speaker

Decision making and verifying skills

Diligent and paying attention to details

Flexibility, whilst maintaining enthusiasm and commitment to each project




	LANGUAGES

	

	English

	Well written and spoken

	

	Oshindonga

	Well written and spoken 

	



	REFERENCES

	

	Ms. Mildred Kambinda
Director
Ministry of Agriculture, Water and Land Reform 

	T +26461 208 7459
C +26481 244 7891 


	mildredkambinda@gmail.com 

	

	Mr. Shali Ekandjo
Team Leader: Client Service Office 
MMI Holdings Namibia (Momentum – Metropolitan) 


	T +26461 297 3162
C +26481 255 5552

sekandjo@mminamibia.com 


	
Mr. Richard Pallais
Manager: Client Service Office 
MMI Holdings Namibia (Momentum – Metropolitan) 

	T +26461 297 3085
C +26481 240 6310


	rpallais@mminamibia.com







	
	






