
Secretary/Administrative Assistant (21 May 2012—21 September 2012) 

Turbo Blocks 

Responsibilities: 

Reception Duties. Clerical duties such as typing letters, sorting mail, making 

copies, filing and sending emails. Data entry. Keeping track of cost of building 

materials. Handling petty cash and attendance sheets. Handling quotation from 

various vendors and deliveries. 

Reasons for leaving: Business closed 

 

Debt Collection Assistant (22 April 2014—28 February 2021) 

GP Van Rhyn Minnaar & Co Inc 

Responsibilities:  

Data entry of new debtor for handover from a client for collections. Creating 

correspondence between both clients and  

 Responsibilities included data entry, and uploading new client's information on 

the system (Lexpro). Consulting with debtors to arrange payment of debt. 

Uploading multiple debtors' information on the system (Lexpro). Drafting letters 

and emails for correspondence between clients and debtors. Following up with 

debtors by sending an SMS, letters, emails, or making telephone calls. Drafting 

of legal documents.  

Reference: Mr M S Strydom—041 9662226 

Reasons for leaving: Dissolving in partnership, resulting in directors starting new 

firm, DSSG Attorneys & Conveyancers, who recruited me. 
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PERSONAL DETAILS: 

Name and Surname: Anina Sturgiss 

ID Number: 9201090062089 

Nationality: South African 

Language:  Afrikaans 

 English 

Residential Address:  Farm Mimosadale 

 Rooihoogte 

 Uitenhage 

Contact number:  083 4000361 

Email: sturgissa@gmail.com  

Linkedin: linkedin.com/in/anina-sturgiss- 

 350553a4  

EDUCATION: 

• Die Hoërskool Brandwag, Uitenhage 

2010 Matric 

Subjects: Afrikaans, English, Mathe-

matical Literacy, Life Orientation, 

Tourism. Visual Arts, Computer Appli-

cation Technology. 

 

• UNISA 

2015 - 2021 Diploma in Information 

Technology 

 

• SHAW ACADEMY  

2021 Diploma in Graphic Design 

 

• i-to-i  

 GA Level 5 Certificate - TEFL 180 Hour  

 

• UNISA (Online) 

 2023 - Advanced Diploma in Infor-

mation Resource Management 

CURRICULUM VITAE OF  

ANINA STURGISS 

I am an honest, enthusiastic, and hardworking individual with the motivation 
to learn new skills and grow. I am dynamic with good communication skills. I 
am also able to work on my own and in a team. The knowledge and  
experience that I have obtained throughout the years, through different 
work environments, have contributed to the confidence I gained in myself, 
knowing that I am resourceful, adaptable, and have the capabilities to face 
new challenges not just in work but in life.  
Proficiencies: 
• Excellent Communicator  
• Problem Solver 
• Creative 
• Optimistic 
• Patience 
• Microsoft Word, Excel, PowerPoint, Outlook 

EMPLOYMENT HISTORY 



Debt Collection Secretary ( Starting date: 01 March 2021) 

DSSG Attorneys & Conveyancers 

Responsibilities:  

Data entry of new debtor for handover from a client for collections. Creating correspondence between both clients and  

 Responsibilities included data entry, and uploading new client's information on the system (Lexpro). Consulting with debtors to arrange 

payment of debt. Uploading multiple debtors' information on the system (Lexpro). Drafting letters and emails for correspondence between 

clients and debtors. Following up with debtors by sending an SMS, letters, emails, or making telephone calls. Drafting of legal documents.  

Added Responsibilities: 

Drafting legal documents and uploading the documents on Lexpro system for re-use on other matters. Communicating with Lexpro team to add 

new users or to help with suggestions to add some features to help with the comfortability of use. Use of SearchWorks, which is a web-based 

search application. I have the role of administrator on this application making me in charge of adding or removing users. I also do searches for 

new information if needed. 

Closing of matters/files and providing those matters/files with store numbers for storing of the files. This is for matters that would be 

considered settled. Drawing of month-end schedules for directors. Uploading of Garnish Orders to Collection Services such as QLink and 

managing communication. The drawing of schedules involves me working with the bookkeeper to see what needs to be paid to the client and 

to monitor the progress of our collections for a month.  

Skills required :  

Listening, negotiating, communication and persistence.  Patience also plays a great role in my daily tasks as it keeps me focused. 

CURRENT EMPLOYMENT: 

CV of Anina Sturgiss 2023 

Interests and Hobbies: 

* Travel   * Being outdoors/exploring   * Arts & Crafts  * Photography  * Reading 

Other References: 

DS C Stumke (NG Church East) 

041 9924565 

 

 

Mr. W Meyer (School Principle at Die Hoërskool Brandwag 

041 9228188 










