Heather Duffy

Address: 519 Commercial Road 

      Moana South, 5169
Telephone: 0430 235 226
E-mail:hachiko.nakahara@gmail.com


Employment History 

Date: 2004 - Current
Position: Employer
Employer: Big W Colonnades
Address: Colonnades Shopping Centre
Telephone:8186 5422
Duties Performed:
· Organising a team 

· Meeting work quotas 

· Changing displays 

· Setting up new displays 

· Arranging stock on shelves 

Date: 01/12/2003
Position: Volunteer (Administration)
Employer: Moana Primary School
Address: Schooner Road, Seaford, South Australia 5169
Telephone:8386 1144
Duties Performed:
· Photocopying 

· Sorting of Finance Papers 

· Typing of Certificates 

· Teaching Assistance 

Date: 01/07/2003
Position: Library Assistant
Employer: Seaford Library (Onkaparinga City Council)
Address: Grand Boulevard, Searford, South Australia 5169
Telephone: 8327 2565
Duties Performed:
· Shelving 

· Tidying 

· Checking in Books 

Date: 1999
Position: Bill Collector
Employer: Barnett's Moana Newsagency (June Barnett)
Telephone:8386 1727
Duties Performed:
· Talking to clients 

· Balancing Books 

· Handling Money 


Secondary Education


Date: 19/11/2003
Level Completed: Year 12
Name of Insitution: Seaford 6-12 School
Address: Lynton Terrace Seaford, South Australia 5169
Telephone: 8327 2222
Subjects Studied:
· Biology 

· Japanese Continuers 

· English Studies 

· Australian History 

· Musicianship 


Tertiary Education


Date: December 2008
Name of Course: Bachelor of Wine Marketing
Course Provider: The University of Adelaide 

Date: Current
Name of Course: Professional TESOL Diploma 
Course Provider: Australasian Training Academy 

Date: 2001
Name of Course: Commercial Cookery Certificate 1
Course Provider: Noarlunga TAFE


Professional Skills
· Customer Service 

· Money Handling 

· Telephone Communication 

· Filing 

· General Administration 

· Computer Skills 

· Book Balancing 

· Cleaning 


Personal Skills
· Punctual 

· Neat Presentation 

· Communication Skills 

· Good Organisation 

· Time Management 


Interests and Hobbies
· Violin 

· Clarinet 

· Piano 

· Voice 

· Socialising 

· Sports 

· Arts and Crafts 

· Gardening 

· Movies 

· Learning Languages 



Referees

Name: Jacky Hiscock
Position Held: Home Group Teacher
Company: Seaford 6-12 School
Address: Lynton Terrace, Seaford, South Australia 5169
Telephone: 8327 2222


Name: Alison Newton
Position Held: Violin Teacher
Contact: 0417 824 149
 
Name: Tammy Taylor
Position Held: Business Manager of Apparel
Company: Big W, Colonnades
Address: Colonnades Shopping Centre
Telephone: 8186 5422
