 PLEASE ATTACH TO THE FRONT OF YOUR APPLICATION


ADVERTISEMENT REFERENCE NUMBER (eg Ref 001) ___Ref  460___________________________
TITLE OF ADVERTISED POSITION ____ Marketing and Student Support Assistant ___________
LAST NAME _______




___________________  MS  MISS  DR  MR  MRS

FIRST NAMES ______


 
ADDRESS ______



_____
   , The Netherlands____________________________________ POSTCODE _

TELEPHONE NUMBERS (W) __0031 6 
mobile____  (H) __0031 
6  mobile

If you email me on 

@hotmail .com I will phone you back at your convenience.________________

Are you currently employed at The University of Western Australia?  (Please tick)      YES         NO

If Yes, please provide your staff number



APPLICANT TO COMPLETE DETAILS BELOW

(PLEASE COMPLETE BUT DO NOT DETACH THIS SECTION)

ACKNOWLEDGEMENT SLIP - Please complete below so that it can be returned to you as acknowledgement of receipt of your application.

The selection committee will consider your application.  The selection process is usually completed within four weeks of the closing date.  You will be contacted again only if you are required for interview.

Ref No: 
__ Ref  460_________________________________________________

Name:
__Simone 

Address:
__


___            The Netherlands___________________P/C__


REQUIRED AUTHORISATIONS

REFEREE CHECK AUTHORISATION

I ____Simone 
(please print) hereby authorise The University of Western Australia to contact the referees nominated by me for the purposes of confirming my employment history, work skills and abilities and other information to assist in the assessment of my application for employment.

_________________________________
______13 May 2004_______________________
Signature

Date

SIMILAR VACANCY


If a similar vacancy occurs during the period of processing this application do you give permission to have your application considered for the similar vacancy?

YES      NO

LOCATION

Human Resources Main Office

Human Resources are located in the Administration East building adjacent to Carpark No.1, opposite the tennis courts.  The entrance is on the eastern side of the building.


Address

postcode RIJSSEN

The Netherlands

mobile

email@hotmail.com

Mr B. Farrelly

Director, Human Resources

The University of Western Australia

M350

35 Stirling Highway

Crawley WA 6009

Australia

13 May 2004

Dear Mr Farrelly

Marketing and Student Support Assistant (Ref:460)
I am writing to apply for the above position which was advertised on the Human Resources Vacancies page on the UWA website on 1 May 2004, and in which I am very interested.

Please find enclosed a copy of my résumé and a statement addressing the selection criteria for the position.

I hold joint Australian/Dutch citizenship, and am returning to Perth on July 15th of this year, after receiving my diploma for ‘Bachelor of Business Administration’ from the Saxion University of Professional Education IJselland on July 9th.

The position of Marketing and Student Support Assistant at the International Centre greatly appeals to me, because it is a very broad position; on the one hand assisting the Marketing and Publicity Manager and providing support for the International Student Adviser, and on the other hand, promoting UWA and supporting students.

I am certain I would enjoy the wide variety of tasks and the international aspect of this position.

From the media and people I met while conducting research for this position I have come to believe UWA is a great employer.

As demonstrated in the statement addressing the selection criteria, I am pleased to say I meet all of the essential criteria, and also a great part of the desirable criteria. At my first work experience position I was assistant to the Marketing and Sales manager at a hotel, assisting with a lot of the promotional and marketing aspects of the job, as well as performing secretarial tasks. 

In addition to this experience, I was in the “Promotion Team’ of my university, presenting information and providing advice at open days.

In my second year of my university course, I was very excited to be accepted into the ‘International Semester’, a special ‘Consumer Affairs’ route of my course. Working with students and lecturers from throughout Europe, and in addition having the experience of having exchange students in our home, I have learnt that I enjoy learning about different cultures. I also enjoy showing people around, teaching them about the cultures I know and helping them to get settled.

I would welcome the opportunity to discuss my suitability for this position at an interview and to show you how enthusiastic I am about this position. I would be willing to fly out to Perth at an earlier date if necessary. I can be contacted on my email address at all hours, so I can call you back in working hours. Or you can contact me on 0031 6 mobile after 13.00 hours, your time.

Yours sincerely

Simone last name nee maiden name
Enclosed: Résumé and Statement Addressing the Selection Criteria

RÉSUMÉ

Simone last name nee maiden name

Address:

Address




postcode, Rijssen




The Netherlands




From 15 July this will be Perth.

Phone No: 

0031 6 mobile

Email: 

email@hotmail.com



Date of birth:
27-02-1982

Dual nationality:
Australian and Dutch

Education

Institution:
Saxion University of Professional Education IJselland

City/Country:
Deventer, The Netherlands

Qualifications:
Bachelor of Business Administration (Facility Management)

Completed:
2004 (4 years) (in progress)

Details:
The professional practice of the course Facility Management is defined as follows: “Facility services comprise all aspects of (the management of and information on) providing facilities and services to people in their work, living or residential situation.” 

· The first year of the study forms the basis with eleven subjects, including Marketing and Communication. 

· In the second year a general and optional curriculum is followed. 

· In the second semester of the second year, I followed the ‘International Semester program, Consumer Affairs’. Two of the subjects were (cross cultural) Communication, and Services marketing. This semester concluded with a ‘Final assignment’ and I received a certificate.
· The third year I started with a work experience position in a hotel, as a Marketing & Sales Assistant (see Employment History). The second half consisted of optional subjects, including Procurement and Event & Conference management. 

· The second work experience position was as assistant to a Facility Manager in a childcare company. 

· Lastly, my thesis is about giving advice about forming a Facility Management department. This project is being carried out at an organization that provides work for people with a disability.

Institution:
Reggesteijn (HAVO)

City/Country:
Nijverdal, The Netherlands

Qualifications:
Certificate

Completed:
2000

Details:
This is the equivalent of year 12. More information available upon request.

Institution:
Reggesteijn (MAVO)

City/Country:
Rijssen, The Netherlands

Qualifications:
Certificate

Completed:
1998

Details:
This is the equivalent of year 10.

Institution:
Bridgetown High School

City/Country:
Bridgetown, WA, Australia

Details:
Year 8 and half of year 9.

All certificates available upon request.

Employment history

Consultant (for thesis)
Organisation:
Top-Craft BV, Oldenzaal (providing employment for people with a disability)

Duties and responsibilities:


· To give advice about setting up and forming a Facility Management department, on strategic and tactical levels. This consisted of an element of research and of design. Researching literature, the current internal organisation and the desired situation. Design  of the organisation structure, responsibilities and strategic goals for the department.

Period:

February 2004 - June 2004 (in progress)

Assistant Facility Manager (work experience)

Organisation:
Raster welzijnsgroep, Deventer (Child/day care company with 30 locations)

Duties and responsibilities:
 

· Set up procurement policies on strategic, tactical and operational level.

· Set up internal hire procedures for audiovisual media.

· Purchasing flags and banners, with communications department and the advertising agency.

· Supporting the Facility Manager (secretarial duties)

Period:

September 2003 - January 2004

Waitress

Organisation:
Bilderberg Hotel Rijsserberg, Rijssen (4 star hotel)

Duties and responsibilities:


· Working variable hours providing service for the guests of the hotel, including breakfast, lunch and dinner, meetings and lounge guests.

· Preparing basic food orders.

· On Saturdays I often had the responsibility of the breakfast team. 

Period:

February 2003 - November 2003


Marketing & Sales Assistant (work experience)
Organisation:
Golden Tulip Landgoed de Wipselberg, Beekbergen (4 star hotel)

Duties and responsibilities:


· Supporting the Marketing & Sales Manager (secretarial duties).

· Setting up an information package for future guests (part of a marketing program).

· Liasing with graphic designers and printers regarding publications and advertising.

· Promoting the hotel at a large tourist/holiday convention/exhibition.

· Conducting tours for hotel visitors.

· Organising an activity for guests on Boxing Day.

· Working in the Front Office (reception).

Period:

September 2002 - January 2003


Promotion team member

Organisation:
Saxion University of Professional Education IJselland

Duties and responsibilities:


· Promoting the university and my course at open days.

· Conduct tours where necessary.

· Attended a workshop about promoting.

Period:

October 2000 - September 2002

Receptionist 

Organisation:
Bungalow park the Holter Weide, Holten (a holiday park)

Duties and responsibilities:


· Attending to all letters and correspondence.

· Answering guest inquiries (by phone and in person) and making reservations.

· Invoicing, filing, photo copying and general office duties.

· Selling newspapers, ice creams and drinks.

· Helping out with the recreational activities in the summer.

Period:
May 2002 - 31 December 2002 (company changed owners, and position was discontinued)


Chambermaid
Organisation:
AC Hotel, Holten (3 star hotel)

Duties and responsibilities:


· Making sure all rooms were clean on time.

· Having the responsibility over the department when the Housekeeping manager was not present, which included liasing with reception and guests.

· Working here causally for 4 years, I was the longest serving employee. 

Period:

May 1998 - May 2002
Computer skills

Operating systems: 
Windows and OSX(Mac)

Microsoft Office: 
Word, Excel, Access and PowerPoint.

Internet browsers: 
Internet Explorer, Netscape and Safari.

Mail clients: 

Microsoft Outlook, Pegasus Mail, Lotus Notes and Mail (OSX).

Desktop publishing:
Adobe Acrobat Reader and Adobe Photoshop.



Miscellaneous:
Adobe GoLive(website building, beginner), SmartDraw (flowcharts) and MS Visio (drawing).
Languages

Native speaker of English and Dutch.

Extra

In 2002-2003, I attended the BIG HISTORY workshops, did the exam, and received a certificate. First given in Sydney, these workshops are about the history of everything, from the big bang to globalisation.

Other interests of mine include reading, cooking and sailing.

Referees

Name: 
Mr A.H.M. name

Position title: 
Lecturer Communication, and Strategic Management, among other things.

Organisation: 
Saxion University of Professional Education IJselland

Relationship: 
Mr Bramsen was a lecturer Communication in the International Semester, Strategic Management in the third year, and now one of my examiners for my thesis.

Email:

email

Name: 
Ms D. name

Position title: 
Marketing & Sales Manager

Organisation: 
Golden Tulip Landgoed de Wipselberg (4 star hotel)

Relationship: 
Ms van Dongen was my mentor for my work placement at the Wipselberg.

Email:

email
Telephone numbers available upon request. 


STATEMENT ADDRESSING SELECTION CRITERIA

Marketing and Student Support Assistant (Ref:460)
QUALIFICATIONS

· Year 12 or equivalent competency (E)

I have finished my secondary education in the Netherlands, on the same level as Year 12 in Australia. 

This was called HAVO (higher general secondary education). This is usually 5 years, but because I first dit MAVO (intermediate general secondary education), I did this in 2 years.

I have now nearly completed the course Facility Management at the Saxion University of Professional Education IJselland and I will receive the degree “Bachelor of Business Administration”. This is a study that has taken 4 years, with 2 semesters of work experience, and the last semester a final project (thesis). I am now busy completing this thesis, and my examiners are positive about me graduating. 

KNOWLEDGE, SKILLS AND ABILITIES

· Excellent communication and interpersonal skills, both written and oral (E)

I have demonstrated excellent written and oral communication and interpersonal skills in all my work experience placements and jobs. Also, in my study, a lot of attention is given to communication skills, and I have achieved good grades for those subjects.

At present, I am communicating orally and in writing with other students, lecturers and management and personnel at Top-Craft. I find it easy to adapt my communication to the person I am communicating to, and I find this important.

In the last 4 years I have written reports, letters, emails, faxes, memo’s, brochures and information packages, in both Dutch and English. 

· Demonstrated cross-cultural awareness skills (E)

In my life I have experienced a lot of different cultures. Growing up, I lived in Australia, including some aboriginal communities in the northwest of WA. At the age of 14 my family moved back to The Netherlands.

Since then, I have completed an ‘International Semester’ of my Facility Management study, with students and lecturers from many European countries. One of the subjects was Communication, and we discussed cross-cultural communication, which was very interesting.

Also, while still living with my parents, I have experienced a number of different cultures through international exchange students staying with us through the organisation AFS. One girl was from Brazil, so from quite a different culture, but we got on very well. 

While researching my remigration to Australia, I have come into contact with people from all over the world, and it is interesting to see the differences.

Because of all these points, I pride myself in having cross-cultural awareness skills, and hope to gain more experience with different cultures in the future.

· Demonstrated ability to work independently and use initiative (E)

In my jobs, study and work experience positions, I have demonstrated ability to work independently and use initiative. Usually the work and projects are a combination of team work and working independently. For my position as Marketing and Sales Assistant at Golden Tulip Landgoed de Wipselberg I worked independently on a marketing program called ‘Wedding Bells’, making an information package for future (wedding) guests, including stories and photo’s of people who previously celebrated their wedding at the hotel. 

I use initiative when I see things that can be organised better, like making spreadsheets.

· 
Ability to work as part of a team (E)

I have a lot of experience working in teams. In my work experience positions, I’ve worked in teams, and in my study a lot of the work was group work. At Raster welzijnsgroep I was part of the project team ‘procurement’. I was responsible for the reports and the planning. I got good grades for this part of the work placement (and all others).

In my study we do a lot of group projects, making reports and presentation. A good example was a project for ‘Event and Conference Management’. We designed a bicycle route brochure and made a marketing plan, for the local tourist bureau. At school we held a presentation about this project and got a very good grade. My fellow-students see me as an important part of their team.

· Ability to work under pressure and meet deadlines (E)

Working in the hospitality industry has given me experience in working under pressure. I have demonstrated being able to handle this, cleaning hotel rooms in 15 minutes, and serving a full restaurant. Working on projects for my study and work experience has taught me to be able to meet deadlines. I do this by making a planning and adjusting it where necessary, but sticking to the deadline.

· Excellent secretarial skills, including accurate word processing, databases, knowledge of excel spreadsheets (E)

In my positions as Marketing & Sales Assistant and Assistant Facility Manager, I carried out secretarial tasks like typing correspondence and reports, and making a mailing. 

I have been using the computer for word processing, databases and spreadsheets for nearly 10 years. I have a lot of experience with word processing programs, excel spreadsheets, different types of email programs and internet browsers. I type at 220 kps.

Often, if someone has trouble with something on their computer like Word or Excel, they will ask me for help.

· Knowledge and understanding of Australian and international educational systems (D)

I have knowledge of the Australian and Dutch educational systems. I am building this knowledge by reading the information available on the UWA website and other Internet pages. I do not think it will take long for me to catch up on the systems.

EXPERIENCE

· Experience of working within an educational or international environment (D)

I have experience working in the Netherlands. Part of this experience was at my university, where I was part of the ‘Promotion team’ for 2 years, assisting at open days. 

One of the things I really enjoyed about the ‘International Semester’, was showing the international students around the university, around the city, and going on field trips in the rest of The Netherlands. 

· Demonstrated understanding of desktop publishing software (D)

I have experience with the programs Adobe Photoshop, Adobe Acrobat Reader and GoLive (website building). I have recently started maintaining a website.

In my position as Marketing & Sales Assistant I liased with and coordinated graphic designers and printers and used DTP software to check proofs. Photoshop is also a program I use at home (for scanned photo’s).

· Demonstrated experience in tertiary marketing (D)

As said above, I was part of my university’s ‘Promotion Team’ for 2 years, promoting the university at open days. I presented information regarding the university to visitor groups and conducted tours as required. I also provided advice to prospective students about courses and admission requirements.


