	Address

Cnr of Jellico&Watermeyer,

Eskom Park

Witbank

1035
	Joshua Nkuna

Translation/Safety/Data Capture | Administration | Communication
	Contact

jtnkuna@hotmail.com

086 566 8177 fax

072 909 0535 mobile

011 8142989 w


Translation, Safety Officer, Administrator, Coordinator and Data Capturer

Offering 14 + Years Work Experience and Strong Computer Skills – Currently at EskomPark – with Additional Skills and Advanced Training in Communication, Translation and Administration.

Delivering Accurate, Reliable, Speedy Data Capture and Administrative Services

Targeted Positions – Safety Officer and SHE Officer/Forklift  2.5 tone Operator

Safety Qualifications: 

      -Safety Management Diploma
      -Samtrac Certificate –NQF Level 5

      ISO 9001:2015 Quality Management

     ISO 9001:2015 Quality Audit

      -Evacuation Warden Certificate

      -Environmental Awareness Certificate

     - Construction Regulations Certificate

     - Scaffolding, Ladder and working at heights Certificate


January 2009 to date:
.
Career History

I have 26 years doing Translation, From English to Zulu and English to Tsonga. I have done many projects for different Companies and Agencies, Scientific, General and IT.
Administrator | Translator
Specialize in translating HealthCare, pamphlets and documents, Medical / Pharmaceutical.
I also Translate Clinical Research trail reports / Patient Education Leaflet. I work with companies like Wordbank, Translation Plus and Translation media and RWS from Uk. I have more than 26 years’ experience in this field.

Watchtower Bible & Tract Society (WTB&TS) (Krugersdorp, RSA)
1993 - 2007

Job Overview – Serving as the Administrator for a team of up to 100 Zulu and Tsonga translators translating the Bible and educational and religious material from English.

1 Capturing data into the system

2 Coordinating department correspondence and work flow, meeting of deadlines

3 Providing computer system support – MS Word, typing, general computer operation

4 Tutoring new translators in typing, computer use and administration systems

5 Keeping files in order, taking minutes of meetings, distributing memos

6 Translating from English when required into Zulu, and  Tsonga including proofreading and Mechanical Check.
Achievements – Was part of the team that translated the Bible from English in four years, in addition to monthly journals, brochures and letters for national distribution; Additionally, received commendation for providing computer, data capture and typing support to team members.

Training and Computer Skills

7 Self Study – "Procurement ROI & Other Executive Terms" – by Charles Dominick

8 Reading – Subscriber to "Time" magazine

9 Public Speaking – Regular participant in the WTB&T Society's teacher/speaking training programme

10 Admin, Computer and Translation Training– Received specialist 'in-house' training at the Watchtower Society – an international educational and publishing organization with offices in 100 countries and with advanced computer, administration and translation systems.

11 Computer Skills – Typing (50wpm); MS Office (Word, Excel, Outlook, PowerPoint)

12 Matric, James Khosa Secondary School 1992

Personal Details

13 Full Name – Victor Joshua Nkuna

14 ID Number – 700911 5507 083

15 Languages – English, Xitsonga, IsiZulu, Sesotho, Siswati, IsiXhosa

16 Driver lincese: code 8/Forklift/Rich Truck  Code F1  2.5 tone
References Available on Request

