	
	
	





Shannon Thompson
📞 Phone: 0401 880 869 📧 Email: aprilmary2689@gmail.com 📍 Address: Mount Annan
Professional Summary
Self-motivated and enthusiastic professional with a decade of experience in customer service. Passionate about caring for people and exceeding customer expectations. Demonstrated ability to adapt to varied roles, maintain ambitious standards, and communicate effectively. Committed to diversity, inclusion, and collaboration within multicultural teams.
Qualifications and Training
· Certificate III Aged and Disability Support
· Certificate II Safe Food Handling (Hospitality)
· Certificate II Conservation Land Management
· Current First Aid Certificate and CPR training
· NDIS Worker Orientation Module
· NDIS Workers Screening Check
· Managing Diabetes
· Medication Management
Skills and Attributes
· Excellent communication skills
· Quick learner with adaptability
· Strong computer literacy (Microsoft Outlook, Word, MYOB, Siebel)
· Trustworthy, reliable, and ethical
· Skilled in multitasking and problem-solving
Employment History
Bolton Clarke - Assistant in Nursing (2023-Current)
· Assisted residents with personal care, wound care, and emotional support
· Collaborated with RNs on medication administration
· Operated lifters and ceiling hoists
Your Assistive Support Co. - Disability Support Worker (2021-2023)
· Managed clients with mental health conditions in supported independent living
· Administered medication, provided transportation, and assisted with daily tasks
Best 4u - Disability Support Worker (2021-2021)
· Supported clients with disabilities and mental health conditions
· Assisted with personal care, meal preparation, and social support
My Aged Care - Customer Solutions Specialist (2019-2021)
· Guided clients through receiving subsidized services
· Multitasked and documented calls efficiently
Dominos - Delivery Expert (2017-2019)
· Provided exceptional customer service and managed deliveries
· Prepared food, maintained hygiene, and handled cash
Referees
· Nicole Warren (Your Assistive Support Co. Manager) - 0413 909 230
· Dennis Dunk (Manager, Able Industries) - 0430 044 406
· Shane Butler (Personal reference) - 0431 038 446
· Kimberley Cotter (Youth House Coordinator) - 0449 160 603
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A resume is a document that sums up your 


qualifications for the job that you're applying for. 


Studies say that the average 


recruiter scans a resume 


every six seconds


—


so it’s critical for your resume to be 


clear, concise, and easy to read. You don’t want the 


recruiter to read your resume repeatedly or find it 


boring. First impressions matter.


 


State your career goals and show ho


w they align with 


the job description you’re targeting. Be brief and keep 


it from sounding generic. Be yourself.
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Writing concisely isn’t an easy task, but a new feature called 


Editor in Word can 


help. You can access Editor directly from 


your Ribbon. Editor is free to use, but if you’re a Microsoft 365 


subscriber, you’ll actually unlock intelligent tools that will scan 


your writing for advanced grammar and style refinements


—


conciseness being one of


 


them.
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To start your resume, summarize your key responsibilities, 


accomplishments, and 


experience. Where appropriate, 


use the 


language and words you find in the specific job description and


 


target 3


-


5 key areas.


 


 


For example, if you're a quick learner, then maybe you can write 


something like "motivated


 


to quickly resolve challenges.
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You don’t need to use big or fancy words to make your resume 


s


ound professional. Editor will check for unnecessary 


buzzwords, vague descriptions, or wordy sentences. Once 


Editor is done, you can scroll through your writing and look for 


highlighted items that you can easily change in an effort to 


make your writing 


clear


er


 


and 


more 


concise.
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