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Professional Summary
Highly organized and detail-oriented Executive Assistant and Administrator with over 10 years of progressive experience in executive office administration, hospitality, and corporate support. Skilled in managing confidential correspondence, executive calendars, reporting, and stakeholder relations. Adept at coordinating complex schedules, travel, and events while upholding discretion and professionalism. Proficient in Microsoft Office Suite, financial systems, and hospitality operations, with strong problem-solving, organizational, and communication skills.
Core Competencies
Executive Office & Administrative Support
Calendar, Travel & Meeting Coordination
Confidential Correspondence & Record Management
Stakeholder Engagement & Relationship Management
Financial Administration, Budgets & Cost Control
HR Support, Policy Dissemination & Event Coordination
Microsoft Office Suite (Word, Excel, PowerPoint, Outlook)
Hospitality & Business Systems (QuickBooks, Pastel, Belina, GAAP)
Professional Experience
Sales and Marketing Administrator | The Copier Parts Company, Harare | 2021 – Present
Manage executive correspondence, reports, and financial records with confidentiality and accuracy.
Coordinate meetings, prepare minutes, and support calendar management for senior management.
Prepare board packs, budgets, sales reports, and presentations for management.
Liaise with suppliers, clients, and external stakeholders to ensure effective communication.
Coordinate travel arrangements, corporate events, and marketing activities.
Ensure compliance with PRAZ, NSSA, and ZIMRA requirements.
Provide general administrative and office support to enhance operational efficiency.
Admissions Administrator | The Avenues Clinic | 2017 – 2020
Served as first point of contact, ensuring professional client and patient engagement.
Processed admissions, verified medical aid details, and handled confidential records.
Prepared statements, reconciled payments, and maintained financial accuracy.
Coordinated bookings, managed patient correspondence, and resolved queries.
Procured departmental supplies to ensure uninterrupted service delivery.
Administrator | Tripple Tee Footwear | 2013 – 2017
Coordinated executive diaries, meetings, and high-level correspondence.
Managed payroll, VAT/PAYE returns, reconciliations, and budget monitoring.
Supervised office staff, stores, and logistics functions to maintain efficiency.
Prepared management reports, forecasts, and operational presentations.
Oversaw vehicle tracking, maintenance schedules, and warehouse stock control.
Executive Assistant | Packrite Private Limited | 2009 – 2013
Provided executive support including diary management, meeting coordination, and minutes.
Prepared financial and operational reports for management.
Handled procurement, supplier relations, and cost monitoring.
Coordinated marketing initiatives, corporate events, and stakeholder communications.
Supervised administrative and support staff to ensure smooth operations.
Education & Technical Skills
Bachelor of Business Management in Marketing – IMM Graduate School
Diploma in Hospitality Management – ICM
Certificate in Hotel Management – ICM
Systems Proficiency: Microsoft Office Suite (Word, Excel, PowerPoint, Outlook), Sage 50, QuickBooks, Pastel, GAAP, Belina
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