



Curriculum Vitae

Of

Sue Roux

 A - PERSONAL DETAILS: 
Surname

:
Roux

Maiden name
:
Thiart

First names

:
Susanna Maria (Sue)
Id no


:
7408150046082

Date of birth
:
15 August 1974

Gender

:
Female 

Marital status
:
Married

Dependants

:
One

Address

:
Linaria Crescent 18





Wilgehof 





Bloemfontein





9311

mobile / Tel no.
:
078 653 8539 / 051 4053299(w)




rouxsm.md@ufs.ac.za




sueroux2000@yahoo.com

Health condition
:
Excellent

Criminal record
:
None

Driver’s licence
:
Code E (08)

Nationality  
:
S A Citizen

B - EDUCATIONAL QUALIFICATIONS: 
Highest Std. Passed
:
Std. 10 – 1993

School Attended
:
Dr. Viljoen High School

C - TERTIARY EDUCATION :
Course

:
B.COM Degree (not finalized)
Institution

:
Unisa 

Subject

:
INM1024 – Introduction to Economic 




and Management 1B


INM1013 – Introduction to Economic and 


Management 1A





LSK0119 – English 
D - WORK EXPERIENCE: 
Dr Sanet van Zyl 
Department of Basic Medical Sciences (BMW), Ufs 

2008.12.01 - Currently

Assistant officer for Phase II

Duties

· Secretary for Phase II
· Typing of Test and Exam papers
· Input of student points on data system (Microsoft Access, Novell, People Soft)
· Responsible for RIMS (Research Information Management System) – Research output 
system for UV, to recap all research and journal publications for record at BMW
· logistics of exam & Test papers
· module catalogue updates on people soft
· Typing of module study guides
· Typing of Exam & test papers
· Helping with Accreditation files for Basic Medical Sciences 
· Taking of minutes at meetings
· student enquires 
· telephone enquires
· General office administration / typing
Courses inside the University of the Free State 

· Photo Story
· RIMS-Research Information Management System
Prof Gert Van Zyl
Head of School of Medicine, UFS 

2008.04.07 – 2008.10.31
Temp- PA SECRETARY
Duties

· Management of all correspondence
· Filling of documents, internal filling 
· Preparing of documents and files for meetings 
· Keeping he’s electronic diary
· Purchasing of stationery
· Flight and Vehicle reservations 
· General office work
· Handling of student enquires 
· Faxes, photocopies and telephone enquires
Quintiles

2007.07.01 – 2007.10.01
Temp Clerk

Duties

· QC of patient files 
· Filling of documents
· Revue of patient files
Department of Home Affairs 

1994.07.01– 2007.05.30
Senior Administrative Clerk – Logistics
Duties
· Logistics - Stock control office

· Responsible for monthly stats of Logistics for Director General Report
· Transport officer

· Responsible for monthly stats of transport for DG report

· As transport officer it my responsibility for the maintains of the vehicles

· Responsible for maintaining stock level of forms in storeroom  
· Responsible for all Face value forms and ordering of it

· Responsible of handing out of all forms of stationary

· Responsible for orders that is made for purchases

· Responsible for getting quotations for orders 

· Responsible for updating and maintain of fixed assets and inventory in office 
· Responsible for all disposals in office of all assets that must be disposed of
· Booking of airplane tickets or hiring of vehicles
· Staff training and motivation

· Handling telephone enquires

· General administrative duties

· Typing of office documentation and minutes
· Public relations 

· Worked in all the section in Home Affairs Civic
Courses inside the Dept. Home Affairs 

· New Comers course

· Client Relation course

· Handling of Diversity workshop

· Basic Administration skills course

Eskom

Receptionist 1 January 1994 – April 1994

Duties
· Public relations

· Answering of telephones

· Making of appointments

· Serving customers

Edgars

Security officer as casual worker   1 May 1991 – October 1993
Duties
· Patrolling the floor
· Working the fitting room

E - Computer  Skills:
Microsoft office Word 2007, Microsoft office Excel office 2007, Microsoft office PowerPoint 2007, Internet, E-Mail, GroupWise, people soft, image now, Microsoft Expression Web 3.
F - Special Achievements:
Merit Award for good service delivery, Received a complement on excellent 

Service delivery in Volksblad (Daily newspaper) in Department of Home Affairs. 

G - Skills:
Mathematical skills

People skills

Statistical skills

Communication skills

Computer skills

Typing skills

Problem solving skills

Interviewing skills
H - Personal abilities:

Go-getter

Professional 

Fast learner 

Hard worker 

Self-confident

Loyal

Punctual 
I - References: 
· Dr Sanet van Zyl 


 Head of Basic Medical Sciences 


UFS

Tel: 051 4053579
· Prof Gert van Zyl 


Head of School of Medicine 


UFS

Tel: 051 4053059

· Mr P H M Basson


Home Affairs

Bethlehem

Tel:  082 3385 531
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