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EXPERIENCE 

March 2021 – present Administration Officer/Receptionist (Part -time )  
Anglicare North Queensland, Townsville 

�x Triaging clients and prioritising available appointments, including identifying at-risk clients 
for the immediate attention of counselling staff 

�x Manage staff diaries to block time for staff meetings, professional development, etc.  
�x Manage four incoming phone lines and reception desk, abiding by customer service 

principle of no more than four rings before answering  
�x Manage appointment booking software and train new professional staff  
�x S
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INTERESTS 
�x Sports: participate in amateur league futsal with NQ Futsal 
�x Leadership: coach under 12s futsal team at NQ Futsal 
�x Keen traveller – volunteered at various projects in Cambodia and Thailand 

CERTIFICATIONS/LICENSES 
�x Queensland ‘C’ Class Driver’s licence (manual) 
�x First Aid Certificate 
�x Queensland Working with Children Check (Blue Card) 

 

 

REFEREES  

Mr/Ms/Dr XXXXXX Mr/Ms/Dr XXXXXX     
Social Worker Coordinator – Crisis Support Team 
Anglicare North Queensland Lifeline  
Phone: 07 4747 8811 Phone: 07 4740 5555 
Email: XXXX Email: XXXX 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: This information is intended to be used as a guide and to provide general information only.  It is solely your 
responsibility to evaluate and check the accuracy of the information provided. 
 

Tip  – List interests that relate to your work life and give an indication of your personal qualities or abilities e.g. 
leadership, resilience, teamwork.  

Tip  – Some roles will require a 
Driver’s Licence – check the 
position description.  

Tip  – Keep your referees informed, they need to know what you are applying for so that they are prepared 
when an employer contacts them to find out more about you.  

Need more help? Go to www.jcu.edu.au/careers  for more resources 

�x Information Sheets :  Action Verb List, Can a robot read your Resume? 

�x Employab ility Edge : Master Written Applications module 

�x Big Interview: combine training and practice to improve your interview techniques  

�x Make an appointment  with the Careers and Employability Team to discuss your job search 
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