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Jane Green
                         4 Louise Street, Toowoomba, QLD, 4350
Contact numbers: (07)4611 4334 & 0458 333 123
DOB: 27th February 1990
Ambition
To obtain employment in administration so that I can further develop my skills and abilities and commence a rewarding career.

Education & Qualifications
· Senior Certificate: St Josephs College Toowoomba 2007
Subjects: English, Maths, Legal Studies, Hospitality, Drama, Religion, Recreational Studies
· Certificate I in Hospitality

THHCOR01B: Work with colleagues and customers
THHCOR02B: Work in a socially diverse environment

THHGHS01B:  Follow work place hygiene procedures

THHGGA01B: Communicate on the telephone

THHBFB02B:   Link kitchen and service area

THHBFB03B:   Provide food and beverage service
THHBFB10B:   Prepare and serve non alcoholic beverages
THHBFB11B:   Develop and update food and beverage knowledge

THHBCC00B:   Prepare sandwiches        
Work History
Babysitting
March 2008 – Current

Full time babysitter for niece
· Time management and organisational skills
· Assisting to ensure children’s health and safety

· Supporting development and providing a safe environment

· Interacting and advocating 

· Supervising and cleaning

· Meal preparation and feeding
· Running errands

City Beach
November 2006 – December 2007
Casual sales assistant
· Time management and organisational skills
· Customer Service

· Stock control

· Maintaining store presentation

· Cleaning 

· Directing and dealing effectively with customer enquiries

· Working well both independently and as part of a team

Central  Carvery
June 2006– September 2006
Customer Service
· Food and beverage preparation

· Customer Service

· Cash register and EFTPOS operation

· Answering incoming phone calls

· Stock control and preparation

· Opening and closing procedures on weekends

· Cleaning

· Following Occupation health and safety procedures

· Directing customer enquires

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

· 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

· Hardworking & honest

· Reliable & a team player

· Punctual

· Focused and result orientated

Hobbies and Interests
I enjoy spending time with my family and friends, playing team sports and having fun.
Referees
Maree Barnes
Family Friend
 (07) 46322 1786

Mick Francis
Customer Service Representative

Australia Post

(07) 4634 0961






































