Personal Resume

Contact Details:

Name:



Jessica Sunnywood

Address:


35 Flinders Road





Bacchus Marsh  VIC  3125

Home Phone:


03 9568 5521

Mobile:



0412 552 122

E-mail Address:


jsunny@bigpond.com.au

Career Objectives

Summary:
To secure a position with a company where I can utilise my skills and continue to study and grow within the organisation.

Education/Qualifications:

Institution:


Victorian University of Technology

City/Country:


St Albans Victoria

Qualifications:


Certificate IV in Community Service

Completed:


2002

Institution:


Melbourne High School

City/Country:


Melbourne Victoria

Qualifications:


VCE

Completed:


1984

Employment History:

Organisation:


People 4 People

Start Date:


March 2001

End Date:


Current

Position/Title:


Disability Support Worker

Responsibilities/Achievements:


· Showering, bathing, dressing, grooming and toileting.

· Preparation and assistance with meals.

· Personal administration, shopping for and with consumers, banking and paying bills     etc.

· Enabling consumers to participate and be involved in the life of the community.

Organisation:


Happy Kids Child Care Centre
Start Date:


November 1997

End Date:


March 2001

Position/Title:


Child Care Assistant

Responsibilities/Achievements:


· Assisting with setting up and preparation of activities.

· Relieving staff when required.

· Assisting with the day-to-day routine of the Child Care Centre.

Organisation:


The Healing Hands Medical Centre

Start Date:


February 1985

End Date:


October 1997

Position/Title:


Medical Receptionist

Responsibilities/Achievements:


· Customer Service.

· Cash handling and register operation.

· Entering patient’s results onto database.

· Recording patients history and files.

Skills Summary:





Word 97 – Advanced





Excel 97 – Advanced





Access 97 – Beginner





Team Building





Negotiation





Change Management

Professional Memberships:





Not applicable

Interests:





Travel





Volunteer with St John’s Ambulance





Basketball





Reading

Additional Information:

I am looking for a career and lifestyle change and this position would allow me to continue my study and work in my chosen career. 










