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PERSONAL STATEMENT 
As I am an energetic and friendly professional, passionate about providing outstanding customer service. A people person, I thrive on interaction with the public as I quite enjoy being able to help and assist others. I feel my friendly and cheerful nature has always made it easy to communicate and interact well with others. 
I am a motivated, adaptable, responsible and mature person.   Determined to succeed and I have valued qualities to bring to your workplace such as great organisational skills, excellent communication and planning skills. I show pride in all aspects of my work.  I enjoy a challenge and possess excellent verbal communication skills that have been enhanced during my past work experience. My main strengths would be my adaptability, dependability, determination and self-motivation.  I believe there is always space for self-improvement both personally and professionally I am open to all opportunities to learn more.
SKILLS
	

· excellent customer service and communication skills

· Reliable and Punctual 

· familiar with most technology and software

· extremely organized

· computer Literate 
	

· self-motivated

· strong verbal communication

· analytical and observation skills

· able to work proficiently and within a team

· able to work timely, methodically, accurately and neatly



WORK HISTORY

Cafe' Assistant June 2011 to December 2011
Pohutu Cafe' – Rotorua
Assisting with day-to-day operations within a cafe, includes customer service, cash handling and contributing to smooth running of the cafe and seating area.  Also involved is food preparation, ensuring the cafe area is well stocked with supplies and is presented in a clean and tidy manner which included carrying out day-to-day hygiene and cleaning arrangements to support the implementation of the health and safety policy. Providing a high level of professional customer service were crucial in this role.  This cafe was part of a large complex which catered largely for the overseas tourist market and involved dealing with many different cultures.




Waitress June 2013-March 2014
Mahoe Restaurant – Taumarunui
The role of a waitress contributes to the table management, order fulfilment by managing the required needs of patrons at tables, refilling kitchen and food supplies, setting and cleaning tables, washing dishes.  As well as assisting with food preparation primarily entree’s and deserts. Waitresses have a primary role in food service in the restaurant while taking orders from guests and delivering food are main duties a high degree of multi-tasking ability is vital to keep up with a wide range of expectations. 

Guest Room Attendant February 2014 – September 2014
Central Park Motor Inn – Taumarunui
This role consists of light and thorough cleaning duties to maintain private motel units for in-house guests at a very busy 42 unit Motor Inn, It was crucial in this position to be a people person with an energetic personality to work closely alongside others with fine time-management skills, although I was primarily employed to clean the units at times when short of staff I would Waitress on busy nights in the Restaurant taking orders, serving food, drinks, setting tables and maintaining customer’s needs within the Restaurant this included catering to room service too.

Business Administration Assistant / 2IC Motel Manager September 2014 –February 2016
Forgotten World Adventures – Taumarunui 
A varied role welcoming client of all demographics and going the extra mile to ensure they have an unforgettable tour being the main priority this administration role included processing of bookings, sending and amending invoices. Whilst assisting with customer queries, driving and promoting business sales also responsible for organising rosters, drivers, lunches, and tours, assisting with banking, diary and email management, business promotion, maintaining restocking and ordering merchandise. Initially I was employed as an administration assistant through growth of the business purchasing a Motel, I acquired a management position working alongside the Motel Manager. I assisted her throughout the handover of the business and used to assist the motel manager during leave or any other days off. This position involved staff roster organization, cooking of meals, cleaning of motel units, keeping accounts, working evening shifts as the Motel Receptionist, I would also assist with Motel accounts, invoicing, payments, balance of occupancy reporting. 

Guest Room Attendant June 2016 –May 2017
Kelly’s Motel – Taumarunui
This role consisted of cleaning duties to maintain private motel units for in-house guests, It was crucial in this position to be a people person with an energetic personality to work closely alongside others with fine time-management skills. Although I was initially employed to clean the Motel Units at times when required I would work in the office to help out and assist the motel managers at times this included covering the Motel Manager’s rostered time off and minding the Motel overnight, processing transactions, ordering linen etc, checking guests in and out of the Motel. 
Calf Rearer & Relief Milker August 2017 – June 2018
Piriaka Farms Ltd – Taumarunui
This quite varied role only seasonal consists of feeding and caring for replacement calves on three different dairy farms. Providing relief for other’s scheduled days off and helping wherever need be during the busy calving season. I acquired a milking position just short term as they were in the process of replacing a full-time staff member.


 
Meter Reader, Fixed Term June 2018 – 30th July 2018
King Country Energy / FCL Metering - Taumarunui
Data and field services. Verify and take readings from customer’s Meters, monitoring the use of electricity to adequately produce and process customer’s invoices. Reconfiguration and downloading of data from meters, working within all weather conditions and driving to remote locations to cover areas selected for the customer’s invoicing and billing. 

Cafe, Front of House August – October 2018
Maketu Beachside Cafe and Restaurant – Maketu
Within this position I would perform a variety of tasks, from preparing and serving food, making barista coffee's serving alcohol, stocking supplies, handling cash, cleaning tables and counters, resetting tables, cleaning dishes, greeting customers, taking restaurant bookings and answering questions and queries. 

Trevellyans Pack and Cool Ltd Te Puke October 2018 – December 2018
Working within a large team-based cool store environment consistently grading and packing fruit to meet established timelines for the everchanging export consumer requirements.  Time management skills and the ability to work well under pressure within a large team environment to meet deadlines were crucial in this role. Fixed term casual employment whilst maintaining to occupational health and safety 

Specsavers – Tauranga Crossing
Optical and Retail Sales Assistant 
March 2019 – August 2020
First point of contact for Patients and Customers meeting and greeting people of all age groups. Providing professional, timely customer service to Patients. This involves providing efficient, timely assistance to Optometrists working well together to help patients with their optical requirements, understanding and developing strategies, providing and dispensing prescription glasses and contact lenses to patients. This includes coaching patients to safely and confidently handle insert and remove contact lens I also provide guidance of aftercare procedures, fitting glasses to Patients ensuring their prescription is optimized to maximise their comfort and use. Guiding Patients on the customer journey assisting in all aspects required. Meeting and exceeding sales targets includes upselling of lens options driving business promotions and sales of designer frames and lenses, merchandising and stock taking. While this is a varied role with multiple tasks, I am also responsible for all ordering of store products optical equipment, resources and general office administration equipment, filing of all cash reconnciliation procedures. 





