Resume:  TAMARA PASCOE

PERSONAL PARTICULARS

NAME:
DATE OF BIRTH:

Tamara Pascoe


ADDRESS:
TELEPHONE:

EDUCATIONAL BACKGROUND

CERTIFICATE III  IN SECRETARIAL STUDIES

(ADMINISTRATION)


Edwards College, Perth


Subjects studied:


Word Processing


Personal Development


Bookkeeping


Communications


Computer Applications


Office Procedures

SOFTWARE TRAINING


Word 7


Excel


Access


Attache’


Dictaphone Transcribing


Solution 6


Basic Power Point


Intermediate Paradigm


Basic Desktop Publisher


MicroStation
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WORK HISTORY


Quaker Oats – (Staff)


June 2000 – Present


Receptionist, Secretary,  

Document Management System.

Quaker Oats – (Kelly Services)


March 2000 – June 2000


Receptionist, Secretary,  

Document Management System.

Kmart, Armadale


November 1998 – January 2000

Customer Service Assistant in Apparel, Gardening, Music and Check-outs.


Nifty CAD Support Centre – (Part Time)


November 1997 – 


Secretarial Duties,  

CAD Tracing & Conversions to Client Spec.

Ord Partners – Chartered Accountants


January 1997 – November 1998
Junior Secretary, Receptionist, Office Clerk


Duties:-


Reception


Answering phones;


Receiving and sending faxes;

Greeting clients and fixing cups of tea and coffee.


Secretary


Typing various forms, letters, memos, faxes for all ten accountants;

Typed the occasional prospectus and quarterly report for clients;


Data Entry for Ord Partners, and various clients;


Typing fees, posting receipts, fees, disbursements for Ord Partners.


Office Clerk


Dishes;


Filing;


Banking/Deliveries;


Catering for office functions;


In coming and out going mail;


Petty Cash.

Action Food Barns, Armadale


October 1995 – January 1997


Check-out operator and Floor Staff.
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REFERENCES
NAME:
Rob Parker

ADDRESS:
c/- Ord Partners, 47 Colin Street, West Perth

TELEPHONE:
9321 3514

(Written Reference Available)

NAME:
Guy Male

ADDRESS:
c/- Kmart, Maddington

TELEPHONE:
9334 4300

(Written Reference Available)

