
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  
   

 
    

Sample Resume – PG Arts 
 

Ms Jasa Jaremczuk 
 

99 Work Road Caulfield VIC 3162 

0400 111 222 jasa.jaremczuk@gmail.com 

 

QUALIFICATIONS 

 

2011 – Present  

Graduate Diploma in Publishing and Editing  

Monash University (Caulfield Campus)  

 Consistently achieving a distinction average 

 Portfolio available on request 

 

2007 - 2009 

Bachelor of Arts – Major in English & Minor in French 
Monash University (Clayton Campus) 

 Graduated with specialism in contemporary texts 

 

KEY COMPETENCIES 

 

 High level of written communication skills, including the ability to prepare concise reports and 

media releases as proven by results achieved to date on Publishing and Editing course 

 Well developed interpersonal skills and the ability to liaise effectively with a wide variety of people 

in pressured situations in a fast paced environment, as practiced as Medical Receptionist 

 Excellent technical skills, including professional level Microsoft Office application skills and the 

ability to learn new programs/packages as required 

 First-rate organisational skills and the ability to manage a wide variety of responsibilities as 

proven by my successful E-bay selling of manuscripts 

 

PROFESSIONALLY RELEVANT EXPERIENCE 

 

2010 - Present 

Medical Receptionist 

Dr Ian Yap - Medical Clinic, Balwyn 

 Answering phones, making appointments, filing, book-keeping and general administrative duties 

 Assessing client needs and prioritising appointment schedules 

 Purchasing equipment and medical supplies 

Achievements: 

 Re-wrote in plain English all documentation relating to appointments. 

 Arranged for patient information sheet to be translated into community languages 

 

2010 

Assistant Buyer - Intern 

Children's Department - Borders Asia Pacific, Melbourne 

 Researched market trends for children’s books and wrote monthly market report 

 Attended business development and buying meetings 

 Liaised with marketing and PR colleagues regarding strategies for sales of new items 

Achievements: 

 Successfully made draft selections for  Autumn 2011 list 
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2005 - 2010   

Senior Customer Service Advisor (casual) 

Borders - Chadstone 

 Demonstrated  insight into the book retail industry across a range of product lines  

 Promoted product and up-sold to customers 

 Provided high-level customer service  

 Negotiated  sensitively with customer when they had a complaint 

 Liaised with a wide variety of key stakeholders, including customers, staff and head office 

 

Achievements: 

 Promoted to Senior Customer Service Advisor 

 Trained new staff in customer service and store policies 

 

 

GENERAL EXPERIENCE 

 

2003 – Present 

Childcare Assistant/Baby-sitter (part-time) 

Self Employed and Kraazy Childcare Centre, Glenhuntly 

 Responsible for two young children on a regular weekly basis: co-ordinate meal times, preparing 

children for their night time routine and encouraging educational play.   

Achievements: 

 Recommended by Kraazy Childcare Centre for the regular nannying position due to excellent 

performance. 

 

2003 – Present 

5 Star Seller of Rare Manuscripts and Books 

Ebay 

 Writing eye-catching advertisements for product promotion 
 Utilising basic sales techniques  
 Providing timely customer service.  
Achievements: 

 Received 100% positive feedback from both buyers and clients. 

 

 

PROFESSIONAL MEMBERSHIPS 

 

Associate Member of the Australian Publisher’s Association 

Part of the Australian Interactive Media Industry Association 

 

INTERESTS 

 

 Staying abreast with current affairs and meeting new people.  

 Genuinely interested in engaging with people from a variety of cultures and have had this 

opportunity through various travel experiences to Europe, Asia and the United States.   

 Enjoy the cinema, visiting art galleries and going to the theatre. 

 

 

REFEREES  

 Available on request 

 

 


