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1 Personal Details

	Surname
	Mostert

	Christian Names
	Yolandie

	Identity Number
	7201220013087

	Date of Birth
	22 Jan 1972

	Gender

	Female

	Marital Status
	Not Married

	Drivers License
	Yes

	Home Language
	Afrikaans English

	Second Language
	English

	Highest Qualifications
	Information technology diploma Advance programme for trainers


2 Secondary Education

	School Attended
	Menlopark

	Year matriculated
	1989

	Subjects
	English

Afrikaans
German,Maths,Geography,Biology 


	Tertiary Education


	

	Institute attended
	Technikon South Africa

	Qualification
	Information Technology diploma:
Information systems I,II,III. 
Development Software I.II.III. 
Mathematical Methods. 
Financial accounting 
Information technology skills, 
technical programming,
 System software, 
Installation Management III


	Year completed
	1997

	Qualification
	PROGRAMME FOR TRAINERS
Introduction to training practise. The adult learner, Instructional technique, technology in instruction, Evaluation
ADVANCE PROGRAMME FOR TRAINERS
Group and individual learning facilitation, 
Learning experience design and development,
Strategic training and development,. 
Research methodology and research project
Training evaluation and assessment

Training management and administration

	Year completed
	2004 (Unisa)

	Qualification
	MBA

Businness Management,Industrial phycology,Comercial law,Economics

	Year completed
	2006 – current


3 Employment History
	Period
	April 1991 – 95

	Position
	Various

	Company
	Dept of Finance

	Responsibilities
	Software-Trainer: Presentation of Software programs for personnel working for Dept of finance.

Software courses presented included: Operating systems MS DOS and software applications word-processing ,multimate, word-perfect, msword and spreadsheets:quatro-pro,lotus,ms excel 
Development of training material/manuals: Compiling of manual for Quarto pro and antivirus reference guides, as well as  manuals for programs developed in clipper for dept of finance
Program developer:

Development of several software programs(using dbase iv and clipper) for dept of finance to facilitate improved functions in the department.

Yearly Updating of IRP5 program for printing of tax tables

Programs that I have developed/updated

Installation of Software: Operating systems, MS DOS,DR DOS, word perfect,Lotus Quatro pro. as well as software programs that I have designed.

As well as installation of antivirus programs and removal of viruses.

Installation of Hardware:Setup of new Computers and installation of printers
Secretary for system committee-meetings

Coordination of meetings, Composing of Agendas, keep minutes during meetings

Evaluation of work:

Evaluating data bonus and Johannesburg bonus to ensure that allocation of work performance was correct.

Payment of accounts:

Keeping record of Cape mail-accounts and ensure that payments are made on time. Largest amount  payable +-4million rand.
Designing of graphical information for the commissioner as well as management operational development.

Supervision of new Employees in department:

Provided induction training to new employees. Delegated work and evaluated work performance to ensure that tasks get completed effectively.
96-98 SARS Human Resource Development centre Head Office 
Computer Training department

Scheduling and Presenting of training courses: 

MS DOS,Windows 95,Windows NT,MS Word,Excel
Evaluating training nominations to ensure company productivity.
Compiling and marking of Exam papers

Compiling evaluation reports for managers

Developing of Training material
Updating of training database, and assisting with development of training database system.

Assisting with training of co-trainings

Assisting personnel with personnel and personal matters

Providing software support on request.

Assisting with installation of equipment

99 – 2005 SARS Human Resource Development centre Pretoria Training centre: Computer Training department

Responsible for management of training for Gauteng Region, to ensure that all personnel in region gets effectively trained in MS office programs.

Scheduling and Presenting of training courses: 

MS DOS,Windows 95,Windows NT,MS Word,Excel,Powerpoint,Access,Projects

Levels: Beginners, Intermediate, Advance
Evaluating training nominations to ensure company productivity.
Compiling and marking of Exam papers

Compiling evaluation reports for managers

Evaluating/Developing/updating of Training material
Assisting with training of co-trainings

Assisting personnel with personnel and personal matters

Providing software support on request.

Assisting with installation of equipment

Assisting Training manager with tasks

Attending training meetings 
Compiling proposals for purchasing of new equipment to improve services
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