Colleen Bamberger

Sussiya, Doar Na, Har Hevron, 90401

Tel: 02-9961106

Mobile:  0525-665-709

Email:  chavabam7@gmail.com

בס"ד
Colleen Bamberger – Personal Profile
Personal Information:

I.D:  303644058

Marital Status:  Married + 5

Date of birth: 1.12.64

Date of Aliya:  1989

Education
· Full matric at Carmel High School, Pretoria, South Africa

· Certificate of Senior secretarial course

· Variety of courses through the years in order to improve my knowledge and working skills including Excel, Word, Outlook and Internet Explorer.

Prior  Experience  

From the year 2000 I worked as the secretary of the Managing Director of Gadash Har Hevron and Ramat Arad Winery.  The two companies were operated by the same managing director.  In the year 2002/3 with the increased activities in the companies they decided to separate.  A new managing director was appointed for the winery, now known as Yatir Winery and I remained with my present employer who was now the managing director of Gadash Har Hevron.  During my years of employment I utilized my secretarial skills in many fields, including office management, computer skills, co-ordination of meetings, communication etc  In March 2005 our office underwent re-organization and I was retrenched. 
From March 2005 I was employed by the Sussiya Centre of Tourism and Learning.  My job description up until mid –August 2006 included managing the reservations department, as well as making bookings for busses, tour guides, accommodations, attractions, security guards etc.  I was also required to deal with incoming queries, English and Hebrew as well as sending out accounts for the tours that I booked. When the second Lebanon War broke out and most of our male staff were called up to do emergency reserves duty I found myself managing the youth hostel in addition to my regular duties.  From the beginning of September 2006 our office underwent some restructuring and I was put in charge of our youth hostel, including personnel management, (cleaning staff, waiters and waitresses), stock control and purchases.   In addition I worked on public relations and marketing to overseas groups and opening new avenues of tourism suitable to our youth hostel.  Unfortunately it is very difficult to find personnel for our area and I found myself dissatisfied in a position which does not suit my capabilities or experience working with people and utilizing my secretarial skills and experience, as well as my excellent communication skills in public relations.
I have since opened up my own business operating from my home. This includes secretarial services, personal assistant to the Director of Pembroke Asset Management, freelance translating and more. 

Experience
Computers, Internet, Typing, office management, public relations.

Work in Israel
1989:

 
Made aliyah with my husband and small baby

1988 – 1995:
I lived at a  co-operative moshav and worked in the different branches on the moshav, as I was needed.  During my time there I worked in the orchards, convenience store, office, book-keeping department

1995 – 1996
Secretary at Mofet B'Yehuda Technological Incubator, Kiriat Arba.  Public relations, internet, secretarial work.

1996
Maternity Leave

1997 – 2000
Temporary work in the office at Yatir and in the bookkeeping department of Carmel.

2000 – 2005
Gadash Har Hevron and Yekev Yatir

2005-2007
Sussiya Center of Tourism and Learning

2007 - 
Running a virtual office from my home.  
Fields of Interest

· Reading

· Full control of the computerized environment

· Getting to know the country – I am at present taking a Hebrew language course run once a month.  The course involves a full day trip to different sites in Israel with an experienced tour guide. 
Languages
English       -         Mother tongue level

Hebrew      -         High level

Afrikaans   -         High level

Further information
During my years in South Africa I freelanced as secretary and office manageress in a variety of law firms.   In addition to the facts listed above my husband and I have a herd of goats for milk and milk products.  My husband takes care of the herd with my assistance where necessary and I make the cheese products.
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