JOANNE WOLFE
19 MOSSBERRY STREET BLAIR ATHOL NSW 2560
0433 794 050 
Jowolfe23@gmail.com

OBJECTIVE
Looking to enhance my career in a Coordinator/Leadership role in the Community, Aged Care or Disability sector
EDUCATION AND TRAINING
First Aid Certificate 
Current Police Check
Current WWCC
Certificate III in Aged Care
Manual Handling Certificate
Infection Control Training – Covid19 
NDIS Screening Check
NDIS Worker Orientation Module
Currently completing – Supporting Individuals with Autism and Certificate IV in Community Services
SKILLS AND ABILITIES
Strong people skills 
Strong communication skills
Intermediate computer skills
Excellent organisiation and problem solving skills 
Excellent time management skills
Ability to work along or as part of a team
Fast learner
EXPERIENCE
Personal Assistant – A Girl Friday (Jenny Draper) 2007 to 2016
Assisting with basic home office duties
Answering phone calls 
Sending and receiving phone call 
Taking bookings and scheduling appointments
Filing
Basic invoicing and accounts
Corresponding with new and existing clients
Personal Assistant – Instyle Security Doors and Screens (Mark Styles) 2016 to 2019 
Answering phone calls 
Scheduling quotes and booking in jobs
Corresponding with new and existing clients
Ordering stock
Community Support Worker – Eurobodalla Nursing Services – 2014 to 2016, Relevance Health – 2016 to 2017, IRT 2017 to 2018, Just Better Care 2019 to Present 
Assisting clients in their home and withing the community
Personal care including showering, dressing and wound care
Assisting clients with domestic task, shopping, cooking and meal prep
Transport to appointments or everyday activities
Assisting clients with medications
Taking note on clients 
Ensuring the safety, health and wellbeing of each client
Corresponding with other staff members about a clients needs
Maintaining confidentiality within the work place and with clients
Maintaining Person-Centred care of each client
Working with clients from a variety of different multicultural backgrounds
Working with clients with a range of different Disabilities and Mental Health issues
Showing empathy, respect and dignity for each client
Attending staff meetings and training
Liaising and reporting with Leadership and/or Management when necessary
VOLUNTEERING – BLAIRMOUNT PUBLIC SCHOOL 
P&C Volunteer since January 2017 
P&C President 2019 and 2020
P&C Vice President 2021 and 2022
School Banking Coordinator 2018 to 2020
REFERENCES – Work 
Jenny Draper – Self Employed – A Girl Friday
0439 882 878 jenny@agirlfriday.com.au
Kylie Brands – Registered Nurse – Calvary Public Hospital ACT
0413 553 023 jacksonsmum@yahoo.com.au
Liam Chandler – Manager of Compliance and Support Services JBC
02 4626 1287 LiamChandler@justbettercare.com
REFERENCES – PERSONAL 
Sandra and/or Nichole Williams
0419 209 095/0481 121 173
Rhonda Galloway 
0402 302 054












