
John Smith
Address: 123 Smith Street, Toowoomba, QLD, 4352
Phone: 12 345 678  Mobile: 0412 345 456
Email:
 johnsmith@gmail.com
Ambition

My name is John Smith, I am twenty one years old and I am supplying you with my details as I would like to be taken into consideration for any employment vacancies that arise within your business
Work History

Toowoomba Hotel

Duration: September 2008 – January 2009

Position: Bar Attendant
Duties:

· Mixing and serving drinks

· Customer Service

· Money handling

· Organising of promotional events

Education & Qualifications

· Certificates (I, II or III etc), Drivers licence, first aid, cpr, subject awards etc
Demonstrated skills and abilities
· Good communication skills

· Extremely proficient with friendly customer service

· Organization and time management skills
· Knowledge of Occupational Workplace Health and Safety policies and procedures
· Good computer skills: MS Word, Outlook, Excel, Powerpoint, Internet and Email

· Telephone, fax and photocopier operation skills

· Ability to work both independently and as part of a team
· Experience dealing effectively with customers and difficult situations

· Food and beverage preparation and service

· Cash register and cash handling experience

Personal Qualities
· Organised & Self Starter

· Honest & Trustworthy

· Punctual & Well Presented

· Motivated & Focused

· Reliable & Hard Working

· Dependable & Respectful

· Capable & Competent

Hobbies and Interests
· 2-4 hobbies – sport, music, spending time with friends and family, etc
Referees
Name: 
Position: 
Company: 
Contact Number: 





































