MARGARET CHARI

The Curriculum Vitae

BRIEF

Education

:
Ordinary Level

& Professional
:
Bachelor of Business Administration Degree
Experience

:
Working experience 21 years

Computer Literate.


CONTACT DETAILS

Residential
:
16564 Fountainbleu 

 Tynwald South,
 Harare
Postal

:
16564 Fountainbleu 

 Tynwald South, Harare
E-mail

:
margaretchari@gmail.com
Cell

:
0775 096 803/ 0712 572 272
Other Contact:
Calister Chari

Cell

:
0773 278 492

PERSONAL DETAILS

SURNAME
:
Chari

FORENAME
:
Margaret

D.O.B

:
27 August 1975

SEX

:
Female

HEALTH
:
Excellent

LANGUAGES
:
English and Shona

DL No.

 :
394466

WORK EXPERIENCE

COMPANY NAME
:
Sports and Recreation Commission

PERIOD

:
August 2006 to date

POSITION HELD

ADMINISTRATION AND FACILITIES SECRETARY (August 2006 to July  2016)
· Procure goods and services at best advantage in terms of SRC policies and procedures and tender regulations.

· Maintain and update the Master Assets Register. 

· Produce reconciliations on fuel acquisition and usage.
· Administer  the Insurance Portfolio
· Administer accident procedures and Insurance claims

· Coordinate transport requirements and manage repairs and maintenance

· Maintain the Losses and Damages Register.

· Manage the disposal of excess, irreparable and obsolete assets. 

· Establish a database of approved suppliers of goods and services

· Prepare duty free certificates for National Associations

· Hire out equipment to Sporting Associations.
· Supervise office staff.
· Carry out any other cognate SRC duties assigned by the Administration and Facilities Manager from time to time.

BUSINESS DEVELOPMENT AND MARKETING MANAGER ( June  2016 to date)
· To provide leadership in business initiatives and management for the

purpose of increasing revenue. 

· To develop Business Standards to Guide National Sport Associations and Local Organizing Committees in Hosting Mega events. 

· To exploit the business potential of the SRC ICT platforms i.e. the website. 

· To spearhead all fundraising initiatives. i.e. Golf days, Symposium, Dinners and Breakfast initiates. 
· To spearhead Business Projects to include National Colours Sockists, Sports Merchandising and other related projects
COMPANY NAME
:
Zimbabwe Bearings (Pvt) Ltd

PERIOD

:
March 2004 to August 2006 

POSITION HELD

SECRETARY TO CHIEF EXECUTIVE OFFICER

· Receiving CEO’s calls and visitors.

· Maintain CEO’s diary

· Sending and receiving e-mail

· Booking functions and events

· Typing organizational correspondences.

· Filing and faxing
COMPANY NAME
:
Professional Computer Services

PERIOD

:
January 2002 to February 2004

POSITION HELD

Secretary/ Receptionist

· Receiving visitors.

· Manning the switchboard

· Typing all organizational correspondences

· Preparation for certification ceremonies

· Attending seminars with participants

· Booking exams for ICDL candidates

· Liaising with Computer Society of Zimbabwe

· Receiving, receipting cash and cheques from clients.

· Filing and faxing.

COMPANY NAME
:
Women’s Round Table Zimbabwe (NGO)

PERIOD

:
January 1999 to December 2001

POSITION HELD

Administration Secretary

· Sending and receiving e-mail

· Booking functions and events

· Typing organizational correspondences.

· Filing and faxing

· Organizing trips and trade fairs for members

· Liaising with embassies for visas

· Liaising with Zimbabwean ambassador in various countries for fairs & exhibitions.

· Preparing CD 1 forms for export of wares.

COMPUTER APPRECIATION & PROFICIENCY

International Computer Driving Licence

· Introduction to computers

· Microsoft Windows

· Word Process

· Spread sheets

· Databases

· Presentations

· E-mail and Internet

PROFESSIONAL QUALIFICATIONS

EXECUTIVE SECRETARIAL

-

TRUST ACADEMY
Subject:





Grade
Bookkeeping & Accounts (Level I)


First Class

Bookkeeping & Accounting (Level II)


Pass

Typewriting (Elementary)



First Class

Typewriting (Intermediate)



First Class

Typewriting (Advanced)



First Class

English for Business Communication (Level I)
Pass

English for Business Communication (Level II)
First Class

Introduction to Computers



Pass

Ms- Word





First Class

SOUTHERN AFRICAN ASSOCIATION OF ACCOUNTING TECHNITIANS (SAAAT)

ELEMENTARY CERTIFICATE IN ACCOUNTING

Subject





Grade
Communication




Pass

Financial Accounting I




Pass

Law






Pass

Management





Credit

BACHELOR OF BUSINESS ADMINISTRATION DEGREE (MSU)   2.2
SEMESTER 1

Subject





Grade
Computers in Management



2.1
Small business Management



2.2
Advanced Accounting Techniques


2.2
Principles of Management



3
Organisational Behaviour



3

SEMESTER 2

Subject





Grade
Industrial Psychology and Labour Law

2.2
Accounting 3A





3

Strategic Management



2.2
Credit Management




3

Management and Organisational Behaviour

3

SEMESTER 3





Grade
Accounting IIIB




1
Economics 444




2.2
Financial Management



3
Quantitative Methods for Business Statistics

3
Marketing Research




3

SEMESTER 4





Grade
Project Management




2.1
Environmental Management



2.1

Marketing Management



2.2

BBA Project course & Research Methods

3

Sports Administration Course 2014  – Zimbabwe Olympic Committee
Women in Sport Leadership course 2015 - Zimbabwe Olympic Committee
Digital Transformation & Business Evolution – Institute of Technology & Science  INDIA- HONORARY MEMBER 2019
International Programme on Entrepreneurship for Small Business Trainers 2019
NIESBUD, INDIA
ACADEMIC PROFILE

General Certificate of Education Ordinary level. 

STRENGTHS

· Adaptability

· Ability to work under pressure

· Effective Communication

Referees

Ms Chikwinya





Mrs Kabanda

President





Director: Co-operate Services

Women’s Round Table Zimbabwe


Sports Commission

(242) 700429





0712 410 593/ 0772 188 172-5 
