[image: image7.png]



Peter Faulks – Tutorial 


	Title or Task: 
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	Description:
	 

	Files Required
	

	Suitable for Classes:

	 AIT •  Multimedia • Cert II IT • Cert II Bus

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 

	Date Due:


	  

	Task Brief:
	In class lesson

	Outcomes:
	 


Items highlighted in yellow are tasks for you to complete
Items in Blue italics are help tips

These pages are designed to show you how to use software packages; various software updates may have taken place so some pages will not apply to versions other than those listed here. In some cases data files may be required.

Use an advertisement from below; find a professional position being offered. You may bring an advert from the local newspaper if you wish.

Write a letter applying for the position providing personal details and your opinion as to why you would be suitable for the position offered.

Position 1

[image: image1.png]SALES CONSULTANT

Metal Division
PERTH

Warth Australia Pry. Ld. is an exciing and dynamic
subsidiary ofthe inernational Worth group of companies.
Our company sels a lrge ronge of ofer morket assembly
producis 1o an established and expanding cusiomer base.
Due fo continving growth we have an excellent opportuniy for o
sales consullant o join our progressive and energefc company.
Preference will be given fo applicants who:
+ Are confident and outgoing
+ Have excellent communication skills
+ Enjoy working in an autonomous, but well
supported position
+ Are keen to pursue a full ime career in sales
* Have an inferest in the engineering industry
The role includes:
* Daily customer calls, up 10 10 - 15 per day
* Opening of new customer accounts every month
* Providing professional service fo customers
* Achieving and exceeding monthly and annual
sales farges
A salory package with incentives and company vehicle wil be
offered o the successful applicant. Applicants must hold a current
and valid drivers licence.
Please apply by no loter than 19/05/2006,
‘oddressing your application fo:
Alan Baldwin, U 2/22 Harlond Avenve,
Malaga WA 6090 or abaldwin@wurth.com.au




Position 2

[image: image2.png]rockmans.

Store Management
opportunities

l

- We have exciting career opportunities for outstanding, self
- motivated and results driven Store Managers for stores
- north and south of the river, including our high turnover
- store at Bull Creek.

To succeed you will possess:
+Strong team leadership with outstanding people skills
* Sound track record in sales management
* Expertise in merchandising and store presentation
* Excellent staff coaching and mentoring skills.
Working for Rockmans gives you:

On going training and career development to enhance
. your leadership and management skills.

 Potential to work in one of Australia’s most recognised
fashion brands with opportunities for career
advancement.

If you would like to be an integral part in the development
 of your team, and leam more skills for yourself along the
- way this is the role for you.

Applications to niki@aussiefriends.com
By fax to 07 5502 2327
- Or call Niki Palmer 07 5562 1060
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Position 3

[image: image3.png]IRO Petroleum, Perth WA
Receptionists ‘lnm’

$33K - 43K Pro Rata + Superannuation CSIRO
Part-Time
“Tenure: 12 Months

CSIRO is sccking two part time Receptionists to manage the re
at the Australian Resources Research Centre (ARRC). In this s
act 25 a point of information for staff and guests, manage incoming calls and
deliverics, and undertake a wide range of administrative tasks s

on how 1o apply visit

www.csiro.au/ careers
1300 301 509

Australian Science, Australia’s Future
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[image: image4.png]RECEPTIONIST

FULL TIME

Karrinyup Shopping Centre is sesking 1o appoint 3
brant rendly FulTime Recepionistathe Certre
Mancgement Offce, Th role s a 6 morth contract
wiht

in200

The successl candicate wil e previous receptan
iy crganisec, sble 1o priortse
maltple tasks,have scund computer slls and must
be competentin ey Microsof Office appiations anc
enjop workinginateam envronment Loca knawiedze
f Karriryup Shopping Cantre and s retalers would
e ighy regarid but ot exsentil
Pl forward o pplcaton axdresume oy Sp Fricsy
12 My 1o Centre Masagement Karriyup Shopping
artinyp Road Kaminyi WA 6018 or
el nfo@barmi

ICarrinyup

experience.





Position 5

[image: image5.png]~ SECRETARY/AUMINISTRATOR

Applications are invited for the above fullime positon in a Cathoic Office

focated near cenral Peth.

The following attrbutes are require:

& excellnt typing and dictaphone sils and intermediate computer skls

@ sound knowiedge of generaloffice procedures, good write Englsh and oral
Communication

@ eftectiv organisationsl abites.

This postion i suted to 3 mature person, able to work i a share environment,

deicated 1 assting 1 pasiora care aspect of the Churchs ministy

The successfu appicant must be fully suportive o the objectives and ethos of

the Catholic Church

Additional informatian may be obtalned by contacting fane Pilkington on

5223 1351, Appiications, nchuding résumé, quahlications and references (or

referee contact detail) should be farwarded to the fudicial Vicar, PO Box

5444, East Perth WA 6892 by 19 May 2006.
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Save the work
[image: image6.jpg]Need help just ask '*
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Position 4
















