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. Mﬂrkefing officer assistant s JAMES COOK

=~ UNIVERSITY
- AUSTRALIA

Brisbane

Responsibilities
* Undertaking daily administrative tasks to ensure the functionality and
coordination of the department’s activities
* Supporting marketing executives in organising various projects

* Conducting market research and analysing consumer rating reports/ questionnaires

Requirement skills
* Good understanding of office management and marketing principles
* Well-organized with a customer-oriented approach
* Good knowledge of market research techniques and databases

* Excellent knowledge of MS Office, marketing computer software and

online applications (CRM tools, Online analytics, Google Adwords etc.)




. Admin officer assistant s JAMES COOK

=~ UNIVERSITY
- AUSTRALIA

Brisbane

Responsibilities
* Providing administrative support to management, employees and in some cases,
clients and visitors
* Handling office ad-hoc duties such as answering phones, organising files,

drafting letters and scheduling meetings

* Maintaining databases and tracking important deadlines

Requirement skills
* Knowledge of office management systems and procedures
* Working knowledge of office equipment, like printers and fax machines
* Proficiency in MS Office (MS Excel and MS PowerPoint, in particular)

* Excellent time management skills and the ability to prioritize work
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B} Philanthropy Administration Assistant— RSPCA e JAMES COOK

=~ UNIVERSITY
- AUSTRALIA

Responsibilities Brisbane

* Coordinate, prepare and send personal correspondence and information packs
to donors regarding the program

* Nurture relationships with existing be questors with the goal of making those
supporters feel reassured, valued and engaged’

* Ensure the comprehensive and accurate recording of all interactions with

supporters in the CRM system:

Requirement skills
* High levels of discretion and the ability to keep information confidential:
* Assist in Supporter Events when required
* Confidence in being around domestic animals as we are based at an animal shelter

ahd have animals in our offices.

TN IN0S

RSPcA

Animal Care Centr




W Curatorial assistant — QLD Gallery of Modern Ar+t

Responsibilities

Research

Assisting with the development of acquisition proposals
Cataloguing of works entering the Collection
Development of PowerPoints for exhibitions

General administration duties

Requirement skills

Possess strong research and writing skills

Be computer literate

Be able to work reasonably independently

s JAMES COOK
=~ UNIVERSITY
- AUSTRALIA

Brisbane




I Process Engineer - Sun metal s TAMES COOK

=~ UNIVERSITY
- AUSTRALIA

Brisbane

Responsibilities
* Assist with the control of the process to achieve production goals, and
the safety of all employees.
* Assist with quality control to ensure that all operations are within specified parameters.
* Assist with identifying and analysing methods for increasing the cost efficiency of
the department.
Requirement skills
* Relevant ma jor such as Chemical, Material engineering
* Diagnostic and analytical ability in working with complex systems.
* Demonstrated ability to anticipate problems and create an effective and
detailed action plan,

* Ability to complete multiple tasks with varying levels of priority.
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NERERT

Personal details

* Noame, address, email, phone number

No photo and date of birth

Objective
* A general statement about yourself and

what your career goals are

Education
* Your qualifications (including current study)
* Reverse date order

* Include dates, institution, qualification

Skills and Personal Qualities

* Point form (list)

Gildong, Hong

Address: XXXXXX
Mobile: XXX XXX XXX

Email: XXXX@gmail.com
Visa: Working holiday visa (Subclass 417)

OBJECTIVE

| am looking for an internship position in Sarina Russo Institute. | am a highly motivated graduate in
Economics and Finance. | am interested in working for a respected company in the international business
industry, which will appreciate my positivity, patience and enthusiasm.

SKILLS and PERSONAL QUALITIES

» Effective Communication Skills: Articulate communicator with appreciation for different communication
styles required when working with team members or customers.

» Time Management: Dedication to effective prioritisation and management of time by allocating tasks and
recording activities in diaries and daily to-do lists.

EDUCATION

Aug 2023 to Oct 2023  General English program

Sarina Russo Institute, Brisbane, Australia
Mar. 2021 to Present ~ Bachelor of Business

00O University, Seoul, Korea.

EMPLOYMENT HISTORY

Mar. 2022 to Sep. 2022 OOO Restaurant, Seoul, Korea Position: Chef
® Assisted in the planning of main course meals
® Managed a main course cooking station
® Provided instructions for cooking assistants

Aug. 2020 to Apr. 2021 OOO Bistro, Seoul, Korea Position: Cook
® Experience in the safe operation of food service equipment, including slicers, ovens and dishwashers.
® Partner with junior kitchen staff to prep ingredients and stations for dinner service.
°

INTERESTS

» Bilingual: Korean — Native tongue, highly proficient / English — Intermediate level
» Hobbies include travelling, watching movies, photography and playing tennis.

REFERENCE

Elon Musk (CEO / TESLA)
Mobile: XXXXX Email: X0XXXX



NERERT

Employment History

* Your work history

* Reverse date order

* Include dates, company, position, duties

(point form list)

Interests

* Point form list —3-4 ONLY

Referees
* A person you have worked with

* Include company, position, contact details

Gildong, Hong

Address: XXXXXX Email: XXXX@gmail.com
Mobile: XXX XXX XXX Visa: Working holiday visa (Subclass 417)
OBJECTIVE

| am looking for an internship position in Sarina Russo Institute. | am a highly motivated graduate in
Economics and Finance. | am interested in working for a respected company in the international business
industry, which will appreciate my positivity, patience and enthusiasm.

SKILLS and PERSONAL QUALITIES

» Effective Communication Skills: Articulate communicator with appreciation for different communication
styles required when working with team members or customers.

» Time Management: Dedication to effective prioritisation and management of time by allocating tasks and
recording activities in diaries and daily to-do lists.

EDUCATION

Aug 2023 to Oct 2023  General English program

Sarina Russo Institute, Brisbane, Australia
Mar. 2021 to Present ~ Bachelor of Business

00O University, Seoul, Korea.

EMPLOYMENT HISTORY

Standard print size is usvally 12 point.
Common fonts used are:

* Arial

* Times New Roman

* Calibri

Mar. 2022 to Sep. 2022 OOO Restaurant, Seoul, Korea Position: Chef
® Assisted in the planning of main course meals
® Managed a main course cooking station
® Provided instructions for cooking assistants

Aug. 2020 to Apr. 2021 OOO Bistro, Seoul, Korea Position: Cook
® Experience in the safe operation of food service equipment, including slicers, ovens and dishwashers.
® Partner with junior kitchen staff to prep ingredients and stations for dinner service.
°

INTERESTS

» Bilingual: Korean — Native tongue, highly proficient / English — Intermediate level
» Hobbies include travelling, watching movies, photography and playing tennis.

REFERENCE

Elon Musk (CEO / TESLA)
Mobile: XXXXX Email: X0XXXX
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4 esntudresden Follow

< esntudresden -3

558 3.984 335

posts followers following y ‘ International Picnic

Ot

3¢ESN

Erasmus Student Network
TU Dresden

ESN TU Dresden
Non-Governmental Organization (NGO)

founded 1999 ()
Organising trips, parties and more. Connecting people.

=2 4
Share your experiences with #ESNdresden... more

(2 linktr.ee/esntudresden

Beer Rallye ﬁ Bouldern ©

Sal, 22.06.

Werd 1004
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Thank you!
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052-714-8843,8492,8690,8497
global@hrdkorea.or.kr
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