
NICOLE MAIN 
 
 

 

CONTACT 
069 374 6253 

 
Nicolemain35@gmail.com 

Walmer, Port Elizabth Eastern 

Cape, 6006 

 

LANGUAGES 

English 

Afrikaans 

 

SKILLS 

➢ Microsoft Office Excel 

2007 – Intermediate 

➢ Skills Workshop – Sage VIP 

 
➢ Payroll Basic Training 

workshop day 1 – Sage VIP 

 
➢ Payroll Basic Training 

workshop day 2 – Sage VIP 

 
➢ Management training on 

Computer time & attendance 
system – Uniclox 

 
➢ Employment Equity workshop 

– Sage VIP 

 
➢ Personnel history workshop – 

Sag VIP 

PROFILE 
I am hard working, driven and a fast learner. I work well under pressure as well 
as with deadlines. Always giving a 100% in my work as well as my appearance 
and environment. I take pride in my duties and always work according to a goal 
or an achievement. 

 
My objective is always to learn from everything I do and give 100% to achieve 
my goals one at a time, always aiming for a better more successful future. 

 

EDUCATION HISTORY 

Grens Primary School, 2005 - 2006 

Standard 4 – Standard 5 

 

Grens High School, 2007 - 2009 

Standard 6 – Standard 8 

 

University Of Cape Town (UCT) Online, 2024 - Current 

Adult Matric 
 

WORK EXPERIENCE 

Expense Clerk, Hardware Warehouse, April 2010 – May 2013 

• Paying expenses at the head office 

• Paying and compiling expenses for 18 branches 

• Organizing accommodation, payments for management 

• Running requests for all branch office equipment 

 

HR Administrator, Siyavuya Power Projects, October 2013 - July 
2015 

• Preparing and paying wages 

• Preparing and paying staff rentals 

• Disciplinary actions 
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➢ B-BBEE Revised codes 2014 

 
➢ Integrated Management 

System Auditors – AKA 

➢ Advanced Accident Scene 
Investigation – Skills 
Academy 

 
➢ NEC3 - Contracts 

 
 

INTERESTS 

Spending time with family 

 
Walking on the beach or admiring 
nature 

 
Animal rescue has always been an 
interest for me 

 

• General HR administration & management of all staff information 

• Site staff management (time, attendance and disciplinary) 

• Hiring of staff via recruitment agents 
 

 

Project Co-Ordinator, Siyavuya Power Projects, July 2015 – June 
2018 

• Manage all material and general project admin 

• Counting information sheets required 

• Ordering material (getting quotes, ordering and issuing) 

• Material reconciles for management and clients 

• Progress reports 

• Processing invoices and relevant supporting documents 

• Making sure required paperwork is submitted to consultants and for all the 
work that has been done and completed on site 

• Preparing invoices / claims to submit to Eskom 

• Following up on invoices and claim payments 

• Preparing tenders and complication for submission 

• Cash flow projections 

• Variation orders 

• Hand overs 

• Any other duties instructed to carry out by senior management 
 

 

Cost Analyzer & Working Co-Ordinator, Carbo Ferrum, April 2019 – 
February 2020 (same owners as Siyavuya Power Projects) 

• Creating of any new documents for running jobs 

• Crating and revising job cards 

• Creating and updating job lists and costing 

• Managing job costs 

• Managing and approving orders for jobs over a certain amount 

• Adding job costs into breakdown sheets created by myself 

• Giving reports on costs 

• Material and steel costing 

• Order approvals 
 

 

Project Co-Ordinator, Siyavuya Power Projects, February 2020 – 
December 2023 

• Doing the same duties and more as I was before at this company, last year 



 
in the month of February I was asked to return to Siyavuya Power Projects 
as a Project Co-Ordinator and currently I am still working for this company 
and recently moved to the Western Cape to work on a new 400kv line 
project. I have relocated back to East London in November 2022 to the 
Head Office as the project has ended, furthermore still doing Project 

• Management from Head Office of Siyavuya Power Projects 
 

 

Project Co-Ordinator, Siyavuya Power Projects, March 2024 – 
December 2024 (now working on a contract basis per available 
projects) 

• Doing the same duties and more as I was before at this company, last year 
in the month of February I was asked to return to Siyavuya Power Projects 
as a Project Co-Ordinator and currently I am still working for this company 
and recently moved to the Western Cape to work on a new 400kv line 
project. I have relocated back to East London in November 2022 to the 
Head Office as the project has ended, furthermore still doing Project 

• Management from Head Office of Siyavuya Power Projects 

• Provide support to the PM on the contractual administration of 

• each allocation. 

• Submission and maintenance of monthly project invoices 

• Monthly SDL&I 

• Develop and administer health and safety Files while maintaining all legal 
compliance. 

• Procurement and tracking of project material/orders. 

• Compiling of tender submission. 

• Project Documents Control 

• Assist the project Manager in overseeing the SMME Tender 

• process. 

• Project -specific payments 

 

Business Development Officer, Heico Project Management – 
December 2024 - May 2025 

• Tender compiling 

• Pricing of tenders 

• Price sourcing  

 

                                                                          

 



 



 



 



 



 



 



 



 


