curriculum Vitae
CARMEN CHARLOTTE SWARTZ

	personal biography

Date of Birth:                    
1969-03-12

Citizenship:                      
Namibian

Identity no:                         
6903120200582

Marital status:                     
Married

Dependants:


3 (2 boys & 1 girl)

Drivers License:


Code 08

Health status:                      
Excellent

Contact details:                   
Tel. 061-2063528 (O) / Fax: 061-2063472




0812773601

Posting Details:                  
P.O. Box 5038 Bachbrecht, Windhoek Namibia

	Education

	
	· High School Dawid Bezuidenhout

· Subjects: Afrikaans, English, Accounting, Economics, Business Economics, Typing.



	Interests

	
	Reading, cooking, baking and Information Communication Technology


	tel: 061-2063052. E-mail. cswartz@unam.na .
tauben str: No 1595.  hochland park, windhoek Namibia

	


	objective

	
	I believe in hardwork, commitment, dedication and sincere honesty. My objective in life is to be passionately and to dedicate myself to a task at hand as mandated by me to those in position of authority. With this principle I earnest believe that one can achieve maximum fulfillment and at the same time contributing significantly to the development of the country


	Experience

	
	January 2010 to date

UNAM – TLIU and PGSU: Secretary to Directors

· Manage all inflow and outflow of documentation

· Secretarial duties and other office related duties as required

· Filling of TLIU documentations

· Purchasing of office stationary and refreshments for meetings/workshops 

· Booking flights, accommodation and perdiems for Directors

· Finalization and handing out of Evaluation Forms for Academics

· Arranging of meetings and workshops for both Units

· Arrange meetings between respective Deans/Heads of Departments and other Governmental organizations

April 2009- to December 2009

Nampost: Acting PA to CEO

· Manage all inflow and outflow of documentation

· Secretarial duties and other office related duties as required

· Booking of meeting venues for workshops etc

· Taking minutes of Monthly, Exco and other meetings

· Purchasing of office stationary and refreshments for meetings 

· Booking flights, accommodation and perdiems for CEO for travel purposes

· Assist CEO in arranging meetings with stakeholder for roadshows

· Arrange meetings between respective Deans/Heads of Departments and other Governmental organizations

February 2009 to March 2009

Longman Publishers: Publication Assistant

· Manage all inflow and outflow of documentation

· Follow up on the publication materials

· Visit NIED on a regular basis to take publication materials for approval 

· Arrange meetings with the publishers and keep GM updated on the latest accomplishments

November 2008- to end December 2008

Meatco – Temporary: Acting PA to CEO

· Manage all inflow and outflow of documentation

· Secretarial duties and other office related duties as required

· Booking of meeting venues/accommodation

· Arranging of flights, accommodation for CEO for travel purposes

· Arrange meetings with other stakeholders

· Purchasing of office stationary and refreshments when required

July 2008 - to end October 2008

GIPF – Temporary: Secretary to GM Finance

· Manage all inflow and outflow of documentation

· Secretarial duties and other office related duties as required

· Booking of meeting venues/accommodation

· Arranging of flights, accommodation for GM for travel purposes

· Arrange meetings with other stakeholders

January 2006- to June 2008
MRC – Multidisciplinary Research and Consultancy Centre, University of Namibia

Secretary to Director

· Manage all inflow and outflow of documentation

· Secretarial duties and other office related duties as required

· Booking of meeting venues/accommodation

· Arrange meetings between respective Deans/Heads of Departments and other Governmental organizations

· Computer Experience (Ms Word, Corel WP, Excel, Lotus, Email, Publisher, Pagemaker)

	
	January 2002–December 2005


Project Administrator – Population and Development Project

Ms. Nelago Kanime – Tel. 061-2063367 or Ms. Maria Kaundjua – Tel. 061 – 2063418 
· Manage all inflow and outflow of documentation for two Projects

· Secretarial duties and other office related duties as required

· Booking of meeting venues/accommodation

· Order and purchasing of office supplies

· Quarterly preparation of two Project Budgets

· Arrange meetings between respective Deans/Heads of Departments and other Governmental organizations

· Computer Experience (Ms Word, Corel WP, Excel, Lotus, Email, Publisher, PageMaker)

· Organizing workshops and assist participants where need arises

· Organize launching of reports and prepare invitations 

	
	July 2000 – December 2001


Secretary to the Dean – Faculty of Economics and Management Science

Prof. Andre du Pisani – Tel. 061-2063111 

· Answering of telephone, handling enquiries of students
· Manage all inflow and outflow of documentation

· Secretarial duties and other office related duties as required

· Booking of meeting venues/accommodation

· Order and purchasing of office supplies

· Arrange meetings between respective Deans/Heads of Departments and other Governmental organizations

· Computer Experience (Ms Word, Corel WP, Excel, Lotus, Email)

· Organizing workshops and assist participants where need arises

· Organize launching of reports and prepare invitations

	
	February 1998 –December 2001


Secretary – Population and Development Project

· Answering of telephone, handling enquiries of students BSc Special in Population and Development degree

· Manage all inflow and outflow of documentation of Project

· Secretarial duties and other office related duties as required

· Booking of meeting venues/accommodation

· Order and purchasing of office supplies

· Assist Financial Accountant in preparing Project budget

· Arrange meetings between respective Deans/Heads of Departments and other Governmental organizations

· Computer Experience (Ms Word, Corel WP, Excel, Lotus, Email)

· Organizing workshops and assist participants where need arises

	
	December 1997 – January 1998


Project Secretary – Namibia Planned Parenthood Association

· Answering of telephone

· Manage all inflow and outflow of documentation

· Secretarial duties and other office related duties as required

· Booking of meeting venues/accommodation

· Order and purchasing of office supplies

· Computer Experience (Ms Word, Corel WP, Excel, Lotus)

· Organizing workshops and assist participants where need arises



	
	Nov 1996-November 1997


Administrative Assistant/Secretary – International Monetary Fund (UNDP)

 Arrange all payments & liaise with all creditors including managing petty cash.

· Manage all inflow and outflow of documentation

· Secretarial duties and other office related duties as required

· Booking of meeting venues/accommodation

· Order and purchasing of office supplies

· Computer Experience (Ms Word, Corel WP, Excel, Lotus)



	
	March 1992 October 1996


Senior Secretary – 3 years and Administrative Assistant - 1½ years – World Food Programme – UNDP Personnel – Tel. 2046111 

· Answering of telephone

· Prepare quarterly expenditure statements to be submitted to WFP Head Office in New York

· Liaise directly with project accountant on all expenditures

· Manage all inflow and outflow of documentation for two Projects

· Secretarial duties and other office related duties as required

· Booking of meeting venues/accommodation

· Order and purchasing of office supplies

· Quarterly preparation of two Project Budgets

· Computer Experience (Ms Word, Corel WP, Excel, Lotus)



	
	November 1987 – October 1988 – Ministry of Agriculture, Water & Rural Development: Veterinarian Service

Data typist – input of data into computer

	References

	
	Mrs. Nelago Kanime (Indongo) – Project Coordinator – Tel. 061 2063367 or 0812316077

Ms. Maria Kaundjua – Project Coordinator – Tel 061 2063418 or 0812565196

Mrs. Ndeyapo Nickanor – Head, Statistics Department – Tel. 061 2063959 or 0812550585

Prof. P. Mufune – Sociology Department – Tel. 061 2063809

Prof. Kingo Mchombu (Head of Media Department University of Namibia)

	TRAININGS/COURSES

	
	English Proficiency Workshop from 09-04-1994 to 14-05-1994

Higher Certificate: Office Administration – Damelin

Certificate Course: Office Productivity – New Horizons, India


Computer Literacy:  (Ms Word, Corel WP, Excel, Lotus, Email, Publisher, Photoshop)
