Neo Dorcas Supeng

Administrative & Data Support Professional

neosupeng@gmail.com | 061 261 8427 | South Africa

PROFILE

Motivated young professional with strong Microsoft Office and data-handling skills. | structure information
clearly, build simple tools that save time, and present findings so anyone can understand them. Currently
growing my skills in artificial intelligence and data reporting.

TECHNICAL SKILLS
Microsoft Word — reports, formatting, professional documents
Microsoft Excel — formulas, pivot tables, charts, trackers
Microsoft PowerPoint — clear, well-structured presentations
Email management and professional correspondence
Zoom — hosting, scheduling and running online meetings
Google Forms — survey design and response collection
Data reporting — graphs, summaries and key insights
Al tools — research and productivity assistants

SOFT SKILLS

Attention to detail - Communication - Time management - Problem solving - Teamwork - Adaptability
- Reliability - Willingness to learn

PROJECTS

Personal Budget Tracker

Built an automated Excel tool that tracks income, expenses and savings, with formulas that update totals
and highlight overspending automatically.

Tools: Microsoft Excel, formulas, charts

Personal Portfolio Website

Designed and published a responsive website showcasing my skills, projects and contact information,
learning the workflow from first draft to live site.

Tools: GitHub, ChatGPT, web design

Community Survey Data Report

Created and distributed a 10-question survey, captured 50+ responses, and produced a report with graphs
and key insights for a local business.

Tools: Google Forms, Microsoft Excel, pivot tables

EDUCATION

National Senior Certificate — 2021

CERTIFICATIONS

Artificial Intelligence Certificate — foundations of Al concepts and practical Al tools



