RESUME
Personal

Name:


Paula Jones
Address:

96 Hylia Street, Taree

Telephone:

02 655xxxxx
Date of Birth:

7th October 1990
Education

2006-2004 Erial High School Taree

Higher School Certificate subjects:

English (Standard)
General Maths        Business Studies
Senior Science   
Hospitality Stud.     Retail Studies
2003-2006              Erial School Taree

Attained School Certificate

Employment History

January 2007– Present
Sad Motel & Crane Flats Taree




Position Held:  Reception (Casual)

· Customer service – general enquiries & registrations

· Preparation of day sheet – scheduling & Movement of guests

· Bookings  via telephone, fax and internet
· Credit cared processing – Visa, Mastercard, Amex, Diners Card

· Operation of cash register

· General cleaning duties

· Laundry duties

February 2005–Present
Jimmy’s Bend Store – Chatham




Position Held:  Sales Assistant (Casual)

· Customer Service – general enquiries and assistance

· Operation of computerised cash register
· Cash handling & credit card processing  - EFTPOS

· Stocking shelves

· Assisting with ordering

· Stock taking

· Sorting of videos for hire

· General cleaning – videos, floors, registers, etc.

May 2008-Present
Mr and Mrs Smith – Taree




Position held:  Baby sitter (Casual)

· Child care

Work Experience:
Plebian Pre School Taree




Position held:  Assistant to Teachers

· Preparation of play and class activities – craft, dance & music, games, reading

· Supervision of children – play, lessons and activities

· Assisting children at meals

· Cleaning – toilets, play equipment

· Stocktaking – completion of lists

· Changing Nappies
June 2006-August 2006 
Semial – Taree




Position held:  Clerk

· Answering telephones – messages etc.

· Assisting with property evaluations

· Filing

· Labelling shelves and stock

· Mail, banking and errands

April 2007-June2007
Duke Restaurant – Taree




Position held:  Hospitality

· Customer service – reservations and enquiries

· Preparation of food

· Cooking of food

· Setting tables

· Waiting on customers

· General cleaning including dishes

· Cash handling and credit card processing

· Making telephone bookings

School Achievements:
First in Hospitality Studies during 2007-2008



Student Representative Council 2004-2008



CEO for winning team during Business Week 2007



Buddy Tutor for Reading 2004-2005




Gold Card Holder




Career Support Leader 2006



Catering team for Taree Careers Expo 2007
Other Achievements:
Certificate II in Hospitality Studies




Certificate II in Retail Studies

Special Skills:

Get on well with other people




Learn new task quickly




Work very efficiently in pressure situations




Enjoy tackling new challenges




Always complete tasks given

Community Interests:

2004 Netball Association – Junior Coach
2005-2006 Jeans for Genes Day – Fund Raising

2002-2004 Red Nose Day – Fund Raising

Red Shield Appeal – Fund Raising

Interests:

Netball, reading, hockey\

Referees:

Mrs. Fiona Smith


Mr. Simon Disel



Partner




Principal




Semial
     


             Erial High School




Taree




Taree




(02) 655xxxxx



(02) 655xxxxx



Mrs. Horace Kide



Director




Plebian Pre School




Taree




(02) 655xxxxx
