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18/05/82
EDUCATION

 (2001 – November 2002)  DEAKIN UNIVERSITY, Geelong Vic





      Bachelor of Arts (Public Relations)





      Second Major - Journalism

	CAREER EXPERIENCE


April 2003 –October 2003
City of Port Phillip (St Kilda, VIC)
(Part-time)


Communications Assistant





Responsibilities:

· Coordination of corporate photo library

· Updating the Internet and Intranet 

· Media release and feature writing

· Event coordination

July 2002 – Present 

Village Cinemas (Cheltenham, VIC)

(part-time)


Customer Service Assistant





Casual Employee 

Responsibilities:
· Customer relations

· Customer service

· Food handling

· Cash handling

· Bar attendant (Europa Bar)
September 2001- April 2003
Red Corner Bar and Café (Cheltenham, VIC)






Bar attendant






Casual Employee






Responsibilities:

· Supervising

· Waitress

· Cash handling

· Customer service

February – September 2003 
Stoneachers Café and Nursery (Portarlington, VIC)






Waitress






Casual Employee






Responsibilities:

· Waitress

· Weddings and special functions

· Kitchen hand

· Coffee maker

RELEVANT SKILLS

COMMUNICATION

· Well developed public speaking ability acquired through leadership camps and university presentations.

· Skilled in writing communication plans, demonstrating an ability to take it through to completion.

· Highly competent communication and interpersonal skills ensuring effective interaction with a diverse range of people and personalities. 

MANAGEMENT
· Effective personal management and motivation.  
· Well able to manage information and make informal decisions.
TEAMWORK 
· Excellent team member as demonstrated through various part-time employments plus University group assignments.  

LEADERSHIP

· I was a keen member of the RAAF cadets where I learnt principles of leadership.    

· I coordinated and supervised activities at the NIKE Playground at the Australian Tennis Open.

· I was a peer support leader during Secondary School.

CREATIVE PURSUITS

	Young Women’s Community Association (YWCA)

University Project

(March 2003)
	As part of a team, I planned a public relations campaign for the YWCA. The campaign devised strategies and tactics for launching a YWCA program in Geelong called Girl Storey.

	Playschool Music Festival

Volunteer

(January 2003)
	I assisted in the event coordination of the ‘Playschool’ music festival.  The festival gave young musicians the opportunity to play music while raising money for the Red Cross.  

	“Year Out” Traveled to the UK
	I spent 8 months between school and university in Europe working, traveling and visiting family.


INTERESTS

· Outdoor pursuits
- Including hiking, skiing, rock-climbing and camping.  Also enjoy swimming, fishing, cycling and playing tennis

· Travelling 
- Have travelled overseas to Europe and New Zealand - enjoyed experiencing the cultural diversity and meeting new people.
ADDITIONAL INFORMATION

· Customer Service Certificate 3 (2003) Kangan Batman Tafe 

· Grinders Coffee Training (2003)

· Knowledge and experience with computer software systems including MS Word, PowerPoint Presentations, FrontPage, Excel and MYOB.

· VICFIT fitness instructor core module (1999)

· Early exposure to team work through the Girl Guide Association (member for six years)

REFEREES

City of Port Phillip

Contact: 
Kelly Marshall

Position: 
Communications consultant

Phone 
(03) 9602 9777

Village Cinemas
Contact:  
Adam Davenport

Position:  
General Manager

Phone:  
(03) 9582 5014

Red Corner Bar and Cafe

Contact:
Sarah Jane

Position:
Manager

Phone:
(03) 9584 8122


