
DONNA VOICE
MAC OPERATOR / DESIGNER / ADMIN

     027 434 8335	      1420 Whangaparaoa Rd, Army Bay

     batchicken@gmail.com	      donna-voice

EXPERIENCE

INTERNAL GRAPHIC DESIGNER, MARKETING, PR, 
OFFICE ASSISTANT

Picot & Moss, Architects of Time, Microtel & 
Swiss Precision Watches. 

March 2005 - November 2023

[Swiss Precision Watches was sold back to the Swatch Group 

Switzerland about 7 years ago.]

•	 Responsible for the designing and maintaining  

	 of Swiss Watch companies international standards  

	 – TAG Heuer, Zenith, Hermès, Victorinox, 

	 H Moser & Cie, Parmigiani, Messika, Pomellato,  

	 Chopard, Dior, Façonnable Eyewear, Bvlgari,  

	 Raymond Weil, Ebel, Ulysse Nardin,  

	 Frederique Constant, Alpina, Metal CH, Rado, 

	 Longines, Tissot, Swatch, Omega, Certina,  

	 Hamilton, Timberland, Mango, Calvin Klein,  

	 Flik Flak, Fendi, Loewe, Celine, Dior eyewear,  

	 Kenzo, Stella McCartney, Givenchy and Fred. 

• 	 Responsible for liaising with major publications  

	 with regards to adverts placed, positioning and  

	 design of artwork..

• 	 Liaise with jewellers with regards for point of sale  

	 material as well as design and installation of the  

	 artwork. 

• 	 Responsible for trade show displays and  

	 promotional materials, strike ups and strike downs.

PROGRAMMES

Adobe Photoshop CC
Adobe InDesign CC
Adobe Acrobat CC
Adobe Illustrator CC
Adobe Flash
Adobe Dreamweaver
Microsoft 365
Adobe Rush
Premier Pro
Microsoft Outlook
Microsoft Word
Microsoft Excel
Microsoft Powerpoint

SECONDARY EDUCATION 
Fourways High School
Year Matriculated; 1996
Senior Certificate

TERTIARY EDUCATION
Southern African Printing College 
(PNPITB)	 :	
30 March 1998	
Technical Theoretical Module 1
Technical Theoretical Module 2
Technical Theoretical Module 3 * 	
*Passed with distinction

CERTIFICATES	
London City & Guilds
Internal Assessor
Dreamweaver CS4
HTML & CSS
Flash CS4
Social Media Marketing

EDUCATION

LINK TO
PORTFOLIO

https://online.fliphtml5.com/pfxfz/ildd/


EXPERIENCE CONT...

• Administration and assist with costing of overall

advertising and direct marketing expenses.

• Obtaining quotes, designing and organising  installations of all marketing material produced for various stores,

promotions etc.

• Visualisation and design of all point of sales for all brand managers.

• Assisting the marketing team alongside the brand managers.

• Assisting CEO’s with regard to any requests with ideas, events etc.

• Keeping WordPress website up to date with new product and visuals.

• Designing marketing mailers (Mailchimp) for database.

• Responsible for obtaining PR Coverage with magazines, communication press releases to the media as

well as international headquarters.

• Designing product proposals for all in-house brands.

• Assisting CEO’s with day-to-day office administration, filing, calendars, flight bookings, hotel bookings,

filing, schedules, personal and confidential documents, bookings, meetings for all MD’s and family

members, letter drafting, etc.

• Assisting in other areas of the office such as reception, switchboard, store visits, window displays, in- 

	 office showroom presentation & merchandising.

• Recording, unpacking and tagging shipments of eyewear.

• Assisting clients with repair queries both online and in person, following up on progress of repairs.

• Client communication.

• Maintaining healthy client and supplier relationships.

Contact	 :	 David Moss +27 82 606 1062
Jennifer Moss +27 82 606 1061

Michael Shkudsky +27 82 600 3006
Alan Shkudsky +27 82 341 1886

DTP, GRAPHIC DESIGNER, ADMIN, RECEPTION, SWITCHBOARD & GENERAL ALL-ROUNDER
Rainbow Scan cc 

April 1998 - March 2005

• Design work was extremely varied and included magazines, calendars, brochures, logos etc.

• All aspects of repro work such as play-outs to positives to an online image setter, replacing film,

chromalins, drum scanning, deep-etching, retouching.

• Programs Macintosh – Photoshop, Acrobat, InDesign, Illustrator, Dreamweaver and Flash.

Programs PC - Corel Draw, Photoshop and Acrobat.

• Ran the company as a senior staff member - Basic Invoicing, collecting monies, orders etc.

• Oversaw the Scanner operator, Junior DTP operator and Driver.

• Responsible for Health & Safety and First Aid.

• Obtaining payments for jobs.

• Provided training for junior apprentices.

• Small company with heavy and complex workload.

• Working to tight deadlines and long hours to ensure customer satisfaction.

:		 Peter Hickman (Member)
Peter passed away last year, you can contact his 
daughter Lisa +79 277 5319 for any references
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Congratulations!

Fundamentals of digital
marketing

Completed by Donna Voice on 29 August 2024

Completion ID: 319024482

Explore new learning paths organised around your speciAc needs.



This acknowledges that

Has successfully completed and is certified in

Donna Voice

Google Analytics Certification

Issue Date: November 15, 2024
Expiry Date: November 15, 2025
Certificate ID: 122876902




