CURRICULMN VITAE OF BULELWA NTAKANA

I am Bulelwa Ntakana I studied Tourism Management Diploma at Durban University of Technology, I worked for O.R Tambo District Municipality performed  the following duties : Typing, Faxing ,Photocopying, Receive and Making calls ,Filing Necessary Document ,Collection of heritage information and data base, facilitated Arts and Craft training on product development,Design,marketing and Coasting, follow up meetings and Appointments, Issuing  Invitations for the relevant stakeholders ,Doing reminders for service Providers, Doing Requisition for Travel arrangements, Doing Requisition for procurement services, Assisting in doing monthly and quarterly reports, Conducted Market Tourism (demand and Supply Factors for the district) Marketing Research ,Collecting Tourism SMME’S Data base, Liaising with all Tourism stakeholders ,Collecting information on tourists products and tourists activities in the district, Management of database for tourism Section, Involved in production and distribution of promotional and marketing material, Have participated in collection information on tourist 

Attractions and liaising with local municipalities, Involved to drafting of the terms of reference for commissioning service provides and to write project proposal, Hands on in implementation SDBIP programmes, Participated in the tourism safety Campaign, Developing funding proposals and Business plan.
Internship at Mbizana Local Municipality performed the following duties: Typing, Faxing, Photocopying, Receive and Making calls

Filing Necessary Document, Making booking for the management meetings, Part of Tourism Enterprise Programme Training for the tourism SMME’S (TEP), was taking Crafters to exhibition shows like Tourism Indaba and Grahamstown Festival, hands on in the implementation of IDP.
In-service Training at South Coast Tourism performed the following duties: Typing, Faxing, Photocopying, Receive and Making calls ,Filing Necessary Document, Customer service excellence attending Customer quires face to face and telephonically, Guiding the tourists coming from different Places to the local accommodation and attractions, Doing Bus bookings (Intercity Express), Doing Accommodation bookings, Handling Incoming and out going mails, Record and forward messages, Receiving broachers and preserve them as a stock.

Postal Address      Residential Address    Contact Details           Email Address

O.R Tambo DM      Imizizi A/A              047 501 6434              nbulelwa@yahoo.com     

Private bagx6043   Lukholo Location        078 332 0993
Mthatha                 Bizana                                                    

5099                     4800

ALTERNATIVE NUMBER: 084 722 1576             FAX NUMBER: 047 532 4166
	PERSONAL DETAILS


Surname



:
Ntakana
Name




:
Bulelwa

Date of Birth



:
31/07/1984

Identity Number


:
840731 0834 089
Gender



:
Female

Marital Status



:
Single

Home Language


:
Xhosa

Other Languages


:
English and Zulu

Nationality



:
South Africa

Drives Licence


:
Have Learners licence, and working for                                                                                                    





the 
	DETAILS OF HIGHER EDUCATOIN


Higher Qualifications


:
National Diploma 
Course




:
Tourism Management

Name of Institutions


:
Durban University of Technology

Major Subjects


:
Tourism Management 1, 2, 3 







Tourism Development 1, 2, 3 







Travel and Tourism Management 1, 2, 3

Other Subjects


:
Marketing for tourism 1, 2







English and Communication







End-user Computing







Media and Public Relations







Law for Tourism

Year Obtained



:
2008
	EDUCATIONAL DETAILS


Education Qualification

:
Senior Certificate

Name of School


:
Nongeke S.S.S

Subjects



:
Xhosa, English, Mathematics, 






          Accounting, Economics







And Business Economics
Year




:
2004
	SKILLS AND INTERESTS


· Excellent written and verbal communication skills

· Good planning and Organisation skills

· Confident and Creativity 

· Strategic thinking

	WORKING EXPERIENCE


Company
:
South Coast Tourism
Position Held
:
Tourism Officer, Administrator



& Receptionist /Switchboard Operator

                                                              (In-service Training).
Reason for leaving
:   Contract Ended 

Responsibilities
:
Office Administration Work

· Typing


· Faxing

· Photocopying

· Receive and Making calls

· Filing Necessary Document

· Customer service excellence attending Customer quires face to face and telephonically.

· Guiding the tourists coming from different Places to the local accommodation and attractions.
· Doing Bus bookings (Intercity Express).

· Doing Accommodation bookings.

· Handling Incoming and out going mails.

· Record and forward messages, Receiving broachers and preserve them as a stock
Duration 
:
Eight Months 
Company
:
Mbizana Local Municipality

Position Held
:
Tourism Officer



work with Environmental Officer



and LED Officer (Internship).
Reason for leaving
:   Contract Ended

Responsibilities:         Office Administration Work


· Typing


· Faxing

· Photocopying

· Receive and Making calls

· Filing Necessary Document

· Conducted Community Mobilisations, Community Resolution, Social Facilitation         
· Making booking for the management meetings 
·  Facilitate of Tourism Enterprise Programme Training for the tourism SMME’S (TEP).
· Taking Crafters to exhibition Shows like Tourism Indaba & Grahammstown Festival.

· Assisting Crafters in development of funding Business Plans  

· Hands on in the implementation of IDP programmes 

Duration
:
One Year 
Company
:
O.R Tambo District Municipality
Position Held
:
Tourism Officer


Work with Tourism Marketing Officer



and Arts and Craft Officer. 

Duration 
:    Two Years 
Reason for Leaving
:    Contract Ended 
Responsibilities:       doing general administration work



· Typing


· Faxing

· Photocopying

· Receive and Making calls

· Filing Necessary Document
· Follow up meetings and Appointments for the tourism Section.
· Collection of Arts Craft database

· Facilitate Arts & Craft training on product design, development, Marketing and Coasting 
· Collection of Heritage information to keep it inform of DVD for future purpose.  

· Issuing Invitations for the relevant stakeholders. 

· Doing reminders for service Providers.

· Doing Requisition for Travel arrangements.
· Doing Requisition for procurement services.

· Assisting in doing monthly and quarterly reports.
· Conducted Market Tourism (demand and Supply Factors for the district) Marketing Research.  

· Collecting Tourism SMME’s Data base.
· Liaising with all Tourism stakeholders 

· Collecting information on tourists products and tourists activities in the district
· Management of database for tourism Section.
· Involved in production and distribution of promotional and marketing material.

· Have participated in collection information on tourist attractions and liaising with local municipalities.

· Involved to drafting of the terms of reference for commissioning service provides and to write project proposal

· Hands on in implementation SDBIP programmes

· Participated in the tourism safety 
                                              Campaign.
· Developing funding proposals and Business plan
	CAREER AMBITION


· TO STRIVE FOR SUCCESS AND GROW IN THE WORKING ENVIRONMENT.
	PERSONAL ATTRIBUTES 


· Hard worker

· Self motivated

· Perform under pressure

· Goal oriented 

· Easily adapt new changes 
· Assertive 
	 REFERENCES


Name



:
Skhumbuzo Madlala

Occupation


:
Tourism Officer

Organisation


:
South Coast Tourism

Telephone Number

:
039 311 1211

Cell Number


:
073 333 6760

Email Address


:
portedward@tourismsouthscoast.co.za
Name



:
Nwabisa Gxumisa
Occupation


:
Tourism Officer
Organisation


:
Mbizana Local Municipality

Telephone Number

:
039 251 0230/770

Cell Number


:
073 1040 341
Email Address


:
grumisani@webmail.co.za
Name



:
Chazisa Coni

Occupation


:
Tourism Manager

Organisation


:
O.R Tambo District Municipality

Telephone Number

:
047 501 6433 

Cell Number


:
073 571 9557

Email Address


:
chazisac@ortambodm.org.za
Name



:
Max Mphalala

Occupation


:
Arts and Craft Development Officer

Organisation


:
O.R Tambo District Municipality 

Telephone Number

:
047 501 6434

Cell Number


:
083 317 7902/083 599 4276

Email Address


:
mpalalam@ortambodm.org.za
