CURRICULUM VITAE
OF

	NAME
	:
	Kerry Leigh Patricia Lewis

	ID NUMBER
	:
	731030 0384 08 4

	ADDRESS
	:
	21 Hantamberg Street, Glenvista

	TELEPHONE NO,
	:
	061 943 9861

	MARITAL STATUS
	:
	Divorced

	No. OF CHILDREN
	:
	3 (23, 16 & 13)

	
	
	

	COMPUTER PACKAGES
	:
	MS Word / Excel / Powerpoint / Internet / Groupwise
Windows XP / PAD


	
	
	

	EDUCATION
	
	

	HIGH SCHOOL
	:
	Capricorn High School – Polokwane

	HIGHEST STD PASSED
	:
	Matric

	SUBJECTS
	:
	English, Afrikaans, Biology, History, Home Economics, Typing


	
	
	

	TERTIARY EDUCATION
	
	

	INSTITUTION
	:
	Pietersburg Technical College – 1992

	CERTIFICATE OBTAINED
	:
	N4 National Secretarial Certificate

	SUBJECTS
	:
	Office Practice, Computer Practice, Communications, Typing


	
	
	

	CERTIFICATES
	
	

	
	
	Distinction in Audio Typing
NQF4 – 2010
PDE – 2015
Harcourts - Lee Perry Sales Workshop
RNS – Qualifying Your Buyer Workshop

	
	
	

	EMPLOYMENT HISTORY
	
	FINE 

	[bookmark: _Hlk104270661]COMPANY
	:
	Chas Everitt Randburg

	POSITION HELD
	:
	Rental Manager

	DUTIES
	:
	· Managing the financial aspects of the rental properties for the Randburg, West Rand, Sandton and Pretoria branches
· Managing the rental process and documentation for the Randburg, West Rand, Sandton and Pretoria branches
· Recruiting and training of agents to get them qualified
· Handling all queries and disputes with landlords and tenants
· Processing of the Rental Agent Monthly Awards Report
· Direct management of a team of 8 agents and 4 administrators
· Indirect management of the agents handling rentals for the Sandton and Pretoria branches
· Managing and overseeing the day to day running of the rental department




	COMPANY
	:
	    RECOIN PROPERTIES

	POSITION HELD
	:
	Branch Manager

	DUTIES
	:
	· Handling the daily management of the branch to ensure that it run smoothly 
· Recruiting and training of agents
· Sourcing of properties
· Handling all queries and disputes
· Handling all negotiations between landlord, tenant and agent

	COMPANY
	:
	      FINE AND COUNTRY RANDBURG

	POSITION HELD
	:
	Property Consultant

	DUTIES
	:
	· Sourcing of properties and tenants
· Negotiating of rental prices with owners
· Viewing of rental properties with prospective tenants
· Obtaining all relevant FICA docs with regards to the application and rental of the properties
· Compiling of lease agreements – following up on returned signed leases from the relevant parties.
· Managing the financial and maintenance aspects 
· Dealing with contractors, landlords, tenants, rental tribunal, insurance companies
· Quotations and invoicing of jobs
· Conducting inspections on properties and compiling feedback 	reports to landlords,  etc
· Liasing and following up with tenants and landlords with rental payments, arrears, etc

	
	
	

	COMPANY
	:
	      PAM GOLING PROPERTIES (DAINFERN)

	POSITION HELD
	:
	Snr Rental Administrator

	DUTIES
	:
	· Conducting credit and affordability checks TPN	
· Check bank statements and allocate all payments to the relevant property accounts each day 
· Ensure files are complete and documents are compiled correctly before submitting to the rental accounts division in Cape Town
· Ensure FICA documents are complete
· Ensure that all invoices are sent the rental accounts division timeously and that payments are made
· Loading of all deals on the PGP system
· Send welcome letters to all clients
· Billing of utilities, rent etc
· Dealing with all queries pertaining to the properties and billings
· Ensure that all the Landlord Rates, levy and or agreed upon on the letting mandate.
· Ensure that the Landlord receive their statements each month. 
· Monthly collections of rental payment from the tenant including but not limited to, calling all tenants, & default letters via TPN and updating each account on TPN monthly by the 7th day of every month
· Notifying the Landlords of all late payments and follow-up on payments from the tenants by the 3rd day of each month
· Follow-up on all commission due, contacting all client for payments
· Keeping a user friendly filing system for the agent to use for all properties rented
· Vacating and archiving all expired / terminated lease so as to keep an updated database for the agents to use.
· Release of tenant’s deposit after lease expiry, also ensuring that the inspections have been done and last utilities are paid up by the tenant before release of deposit. 
· Ensure that that the debit order run goes through monthly with the correct debits for each tenant.
· Ensure that all extensions of leases are sent through to head office for capturing and that commission is charge correctly and payment is allocated to the relevant account. 
· Managing the training of the junior administrator, on rental procedure, systems used and general knowledge of the rental environment. (Ad hoc)
· Managing agent commission schedules and submitting reports to HO by set deadlines
· Keeping financial reporting records up to date on a daily basis
· Ensuring files are labeled, maintained in a neat an professional manner and that filing is up to date at all times
· General adhoc duties as required by manager or branch
· Draw up extension and update the various systems before submitting the documents to rental    accounts division in Headoffice
· Complete new input (information) forms for renewals/extensions
· Compile commission schedule and send to accounts at Headoffice to ensure that agents are paid their monthly commissions for the deals concluded in the month

	
COMPANY
	
:
	      
RAWSON PROPERTY GROUP (NORTHCLIFF)

	POSITION HELD
	:
	Sales and Rental Partner

	DUTIES
	:
	RENTALS
· Sourcing of properties and tenants
· Negotiating of rental prices with owners
· Viewing of rental properties with prospective tenants
· Obtaining all relevant FICA docs with regards to the application and rental of the properties
· Compiling of lease agreements – following up on returned signed leases from the relevant parties.
· Managing the financial and maintenance aspects 
· Dealing with contractors, landlords, tenants, rental tribunal, insurance companies
· Quotations and invoicing of jobs
· Conducting inspections on properties and compiling feedback 	reports to landlords,  etc
· Liasing and following up with tenants and landlords with rental payments, arrears, etc
SALES
· Servicing the Fairland area with regards to sourcing of new properties and negotiating sale prices.  
· Conducting Show Houses and viewing with prospective buyers.
· Completing of Offer to Purchase
· Following up on bond applications and sales progress

	
	
	

	COMPANY
	:
	      HARCOURTS ANCHOR (BOKSBURG)

	POSITION HELD
	:
	Property Consultant

	DUTIES
	:
	RENTALS
· Sourcing of properties and tenants
· Negotiating of rental prices with owners
· Viewing of rental properties with prospective tenants
· Obtaining all relevant FICA docs with regards to the application and rental of the properties
· Compiling of lease agreements – following up on returned signed leases from the relevant parties.
· Managing the financial and maintenance aspects of 126 properties
· Dealing with contractors, landlords, tenants, rental tribunal, insurance companies
· Quotations and invoicing of jobs
· Conducting inspections on properties and compiling feedback 	reports to landlords,  etc
· Statement/Financial aspects on the PayProp Rental Payment system – processing of 	invoices and payments, handling of queries and recons – COJ, Body Corporates, etc. 
· Liasing and following up with tenants and landlords with rental payments, arrears, etc
· Blacklisting of arrear tenants and handing over to the collections department.
· Debtors/Creditors 
SALES
· Servicing the whole Boksburg area with regards to sourcing of new properties and negotiating sale prices.  
· Conducting Show Houses and viewing with prospective buyers.
· Attending weekly RNS open hours
· Completing of Offer to Purchase
· Following up on bond applications and sales progress

	
COMPANY
	
:
	
SEEFF Properties (Randburg – Rentals)

	POSITION HELD
	:
	Property Administrator  

	DUTIES
	:
	· Managing the maintenance issues of 246 managed properties and +/-100 non-managed properties.
· Overseeing the in-house maintenance team and their daily work schedule.
· Booking of all jobs – electrical, plumbing, general maintenance
· Dealing with contractors, landlords, tenants, rental tribunal, insurance companies
· Quotations and invoicing of jobs
· Conducting inspections on properties and compiling feedback reports to landlords,  etc
· Compiling monthly maintenance reports and figures
· Statement/Financial aspects on the PayProp Rental Payment system – processing of Invoices and payments, handling of queries and recons – COJ, Body Corporates, etc. 
· Liasing and following up with tenants and landlords with rental payments, arrears, etc
· Debtors/Creditors 
Rental Agent (Jan 2012 to May 2012)Servicing the Randburg area – suburbs – Weltevreden Park / Randpark Ridge / Montgomery Park / Victory Park / Greenside / Emmarentia
· Sourcing of properties and tenants
· Negotiating of rental prices with owners
· Viewing of rental properties with prospective tenants
· Obtaining all relevant FICA docs with regards to the application and rental of the properties
· Compiling of lease agreements – following up on returned signed leases from the relevant parties.


	COMPANY
	:
	Rencon Real Estate

	POSITION HELD
	:
	Property Administrator/Agent 

	DUTIES
	:
	· Sourcing of rental property.
· Sourcing of prospective tenants.
· Advertising.
· Managing all aspects relating to the rental of a property.
· Managing of financial aspects related to the rental of a property on                               	the PayProp Rental Management System – invoicing, processing of payments,               recons and statements 
· Viewing of rental properties with prospective tenants
· Obtaining all relevant FICA docs with regards to the application and rental of the properties
· Compiling of lease agreements – following up on returned signed leases from the relevant parties.
· Liasing and following up with tenants and landlords with rental payments, arrears, etc
· Debtors/Creditors

	
	
	

	COMPANY
	:
	Monti Feeds

	POSITION HELD
	:
	PA / Internal Sales

	DUTIES
	:
	PERSONAL ASSISTANT 
· Typing of all correspondence and minutes.
· Sales Analysis Reports and Stats
· Typing and submission of Management Reports to Evialis –  France.
· Arranging of all international and domestic travel and accommodation.
· Screening of all incoming calls to the CEO.
· Filing and general office administration.
· Reconciling travel claims and credit card expenses for the CEO.
· Coordinating raw material and finished goods analysis and capturing of results.
· Compiling and submitting reports to STATS SA.
· Assisted with submission of claims to suppliers.
· Handling of all computer repairs, etc.
· General PA functions.
INTERNAL SALES 
· Receiving and processing of orders. 
· Counter sales (+/- R40 000 per day)
· Invoicing
· Banking 
· Quotations
· Customer Queries
· Credit Notes
· Co-ordinating orders with the factory for production and delivery.
· Filing and general office administration. 
· Switchboard

	
COMPANY
	
:
	
Holcim (SA)

	POSITION HELD
	:
	Secretary / Internal Sales 

	DUTIES
	:
	Secretary -    Typing of all correspondence and reports
for both the GM and Sales Manager, petty cash, reception duties, general office administration. Organising of golf days, factory visits and customer functions.

Internal Sales -    Receiving and processing of order, 
pricing/quotations, organising of loads with own fleet and outsourced fleets, customer service. Area managed – Transkei, Eastern and Western Cape.


	
	
	

	COMPANY
	:
	Cash Paymaster Services

	POSITION HELD
	:
	Secretary

	DUTIES
	:
	Typing of all correspondence and reports, organising of functions and meetings with government officials and TLC heads, reception duties, general office administration.


	COMPANY
	:
	Variety of Temp assignments between 1994 – 1997.
· Traditional Authority Research Group (Secretary)
· CEPAD (Secretary)
· Eskom (Secretary)
· Pietersburg Personnel (Secretary)
· Holiday Inn (GM Assistant and Back Office)

	DUTIES
	:
	Typing of all correspondence and reports, organising of meetings, reception duties, general office administration, PR functions.


	
	
	

	COMPANY
	:
	Truworths

	POSITION HELD
	:
	Sales Lady (1993-1994)

	DUTIES
	:
	Assisting customers and merchandising


	
	
	

	COMPANY
	:
	Morkels

	POSITION HELD
	:
	Receptionist (1992-1993)

	DUTIES
	:
	Reception duties, typing of correspondence, general office administration.


	COMPANY
	:
	Truworths

	POSITION HELD
	:
	Sales Assistant (1989 – 1992) – During weekends and school holidays.



