APRIL JOHNSON
Umina Beach NSW 2257
Ph: 0433 651 564
aprilj1@optusnet.com.au

	SKILLS

	

	Soft Skills
Excellent Interpersonal Skills
Strong Work Ethic
Dependable
Friendly
Organised, Problem Solving & Critical thinking
Adaptable
	Hard Skills
Customer service
Cash handling
Data Analysis
Bookkeeping
Microsoft Software Proficient
Typing/data entry skills
Writing/editing skills



WORK EXPERIENCE

	Current 
	Woolworths Group Limited

	Since Oct 2019
	Customer Service attendant – Woolworths, Umina Beach

	
	· Serve customers instore behind the registers.
· Provide assistance in self serve checkouts.
· Follow instructions from team leaders.


	May 2018 - 2019
	Workforce International
Traffic Controller
· Follows WHS policies and procedures, sourcing, interpreting, clarifying and applying site safety information.
· Positioning signage and barriers, directing and controlling pedestrian and vehicle traffic.


	2013 – 2018
	Just Better Care / Premium Aged Care / Opal Aged Care 
Assistant in Nursing
· Provide assistance to aged citizens and people with disabilities. 
· Work effectively with culturally diverse clients and co-workers.


	2011 – 2013
	AMP Capital Investors
Document Administrator
· Organising execution of documents under Power of Attorney.
· Identify, control, record, report, audit and verify legal documents.
· Assist with secretarial duties.
· Liaise with senior figures to ensure timely execution of legal documents relating to superannuation investors.




	2003 – 2010
	Thales Australia
Project Administrator
· Configuration Management (CM) configuring / registering related tasks using approved policies, procedures, tools and processes and with the preparation of CM data deliverables for the Commonwealth Government; e.g. Data packs, Reports and Minutes and the finalisation of Product Baselines and Engineering Configuration Data (E-CD) to meet contract requirements for the assigned products.
· Planned and coordinated logistics and materials for board meetings, committee meetings.
· Arrange hospitality events and other functions as required.
· Coordinated domestic and international travel arrangements, including booking airfare, hotel and transportation.

	
CERTIFICATIONS
	· RSA/RCG
· First Aid/CPR/Provide Basic Emergency Life Support	
· Certified in Working with Children
· WorkCover Induction for Construction Work (White Card)	
· Traffic Control, Implement Traffic Control Plans (TCP)
· Certificate III in Aged Care
· Certificate III in Home and Community Care
· Certificate II in Hospitality



REFEREES

Anna Venslauskas 	Customer Service Manager – Woolworths, Umina Beach – Ph: 0400 314 713
Michelle Askew 	Senior Administrator – Thales Australia – Ph: 02 9562 3333
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