
 

  

K E L E T J O  K L E I N B O O I  

A D V A N C E  D I P L O M A  I N  T E C H N I C A L  A N D  V O C A T I O N A L  T E A C H I N G  

P R O F I L E  

I am positive, reliable, and honest person. I am self-motivated because I believe to achieve 

everything by positive thinking/attitude. I have good communication skills with people at all 

levels. I am committed, energetic and willing to learn always. I will appreciate if I can be offered 

an opportunity so that I can show my interest and use my skills that I have on the position and 

help the organization to grow more to obtain its mission, objectives. I would also like to develop 

my-self in the process to be prepared for the work of the world. 

E D U C A T I O N  

P E R S O N A L  

Phone 

072 442 0954  

Email 

keletso707@gmail.com 
 
Home Address 

P.O. Box 343, Matome Village, 
Groothoek Hospital, 0628 
 
Study Address 

653 Govan Mbeki Ave, North 
End, Port Elizabeth, Eastern 
Cape, 6001 

L A N G U A G E S  

E X P E R I E N C E  

Birthday  : 09 Aug 1996 

Gender  : Male 

Nationality : South Africa  

Marital Status : Single 

Health  : Excellent 

Criminal Offence : None 

Driver’s License : Learners Driver 

 

Sepedi 

English 

IsiXhosa 

C O N T A C T  

H O B B I E S  

Travel Exercise Music 

 

ADVANCE DIPLOMA IN TECHNICAL AND VOCATIONAL TEACHING 

Nelson Mandela University |In Progress 2022 – Present 

 

120 HOUR ADVANCED TEFL/TESOL CERTIFICATE 

TEFL Universal | Completed in 2022 

 

NATIONAL DIPLOMA IN PUBLIC MANAGEMENT 

Nelson Mandela University | Completed in 2021 

 

CERTIFICATE IN INFORMATION TECHNOLOGY COMPTIA A+ 

 iCollege | Completed in 2016 

END USER COMPUTER LEVEL 2 - 3 

 iCollege | Completed in 2015 

 

 

 

 

 

 

 

NATIONAL SENIOR CERTIFICATE 

Ngwanabahlalerwa Secondary School | Completed in 2014 

K E K A N A  
 

ACADEMIC MENTOR  

Nelson Mandela University | Apr 2022 – Till to Date 

 

I am currently working as an Academic Mentor at Oceanview Student Accommodation, where 

my duties encompassed of various tasks including but not limited to:  

 

• Assist students to integrate themselves academically and socially as well as coping 

with the transition and demands of university life. 

• Guide and facilitate a less experienced person to achieve growth and reach their 

potential. 

• helping new students to learn from their experiences. 

• To provide support, friendly and caring relationship that focuses on the needs of 

the mentees 

mailto:keletso707@gmail.com


 

R E F E R E N C E S  

Mr. I.T SHONHIWA 

Residence Manager 

Oceanview Student 

Accommodation 

Cell: +27 66 513 3330 

 

Ms J MEYER 

Junior Student Life Officer 

Nelson Mandela University 

Cell: +27 415044923 

 

Mrs M.Y THOBEJANE 

Principal 

Ngwanabahlalerwa Secondary 

School 

Cell: +27 71 214 1619 

 

 

 

 

RESIDENT STUDENT ASSISTANT 

Nelson Mandela University | Feb 2020 – Mar 2022 

I previously work as an Ambassador & Resident Student Assistant at Oceanview Student 

Accommodation, where my duties encompassed of various tasks including but not limited to:  

 

• Assisting Residence Manager with the applications and placements of students into 

residence at the beginning of the academic year or as required 

• Monitoring of all safety and health issues including security as pertaining to the 

residence 

• Implementing and monitoring of student Living and Learning intervention 

• Day-to-day residence office administration 

• Assisting the management of all emergencies (medical, death, fire, etc.). 

• Monitoring and maintaining order and discipline within the residence 

• Assisting the House Committee by supporting them with administrative back up 

• Monitoring all residence infrastructure and report on all maintenance issues. 

 

H A R D  S K I L L S  

S O F T  S K I L L S  

Communication 

Time Management 

Emotion Intelligence 

Flexibility / Adaptability 

Interpersonal Skills 

Conflict Management 

Leadership Skills 

Decision Making 

Microsoft Office Suite 

Administration Skills 

Risk Analysis 

Customer Service 

Database Operation 

Presentation Skills 

Accurate. Adaptable. Confident. Hardworking. Innovative. Proactive. Reliable. Responsible. Achieved. Formulated. Planned. Generated. Managed. Represented. Completed. Implemented. Able. Creative. Energetic. Experience. Honest. Motivated. Organised. Sense of humour. Delivered. Helped. Identified. Managed. Participated. 

Savings. Won. Graduate. University. Manufacturing. Construction. Administrator. Chemical. Leader. Degree. Eastern Cape. Municipality. Matriculate. Black. Men. Chemical. Mining. Graduate BSC Degree in Chemistry and Geology. University Graduate. Nelson Mandela University. Mentor. Bachelor of science in Geology and 

Chemistry. Geology and Chemist. Chemical Engineer. Geologist. BSc Degree. IsiXhosa. English. Johannesburg. South Africa. Port Elizabeth. East London. 

HOUSE COMMITTE 

Nelson Mandela University | Feb 2019 – Dec 2019 

I previously worked as a House committee member at Rainbow House, where my duties 

encompassed of various tasks including but not limited to:  

 

• Assists residents with transition to university and residence hall life. 

• Enforces university and residence house rules and regulations. 

• Assists in supervising residents and responding to complaints, reports, requests, and 

emergencies. 

• Submits reports on infractions, violations, and safety issues. 

• Promotes residence house events. 

• Informs residents about relevant campus ad local activities. 

• Facilitates resolution of disagreements between residents. 

• Attends and participates in staff meetings and training sessions. 

• Organizes and directs regular floor meetings with residents. 

• Supports residence hall team efforts by accomplishing related tasks as needed. 

 

 

 

E X P E R I E N C E  C O N T I N U E  

 

ADMINISTRATIVE CLERK 

Ngwanabahlalerwa Secondary School | Jun 2016 – Feb 2018 

I previously worked as an Administrative Clerk at Ngwanabahlalerwa Secondary School, 

where my duties encompassed of various tasks including but not limited to:  

 

• Perform clerical tasks including typing documents, compiling, and filing records. 

• Answering and making telephone calls. 

• Scheduling appointments and completing general office tasks. 

• Sorting mail and a variety of other tasks to keep the school running efficiently. 

  



Keletjo Kleinbooi Kekana

21752
07/11/2022

07/11/2022














