EXAMPLE — PROFILES, OBJECTIVES, SKILLS & ATTRIBUTES

Education, Teaching & Training

EXAMPLE 1

PROFILE

I am a highly skilled and experienced Executive in Tertiary Education who has managed diverse and demanding
student communities for multiple stakeholders. My focus has been young people and their academic, pastoral and
communal journeys, all of which has required not just educational and pastoral proficiency but great passion,
dedication and empathy.

My responsibilities have also extended across a broad range of operations that have provided opportunities for
conceiving and championing innovation. | have a passion for youth and sport which fed my doctorate and
succeeding research, leading to a much anticipated publication recently launched in Sydney.

SKILLS & ATTRIBUTES

Academic and Training Programs

Significant tertiary teaching, ongoing academic research and pioneer publications
Establishment and coordination of large scale teaching programs across diverse disciplines
Design and delivery of training programs - leadership, professional, academic and personal
Collegial approach as Dean that cultivates engagement and common purpose

Leadership and Stakeholder Management

Demonstrated ability to lead and work within a senior management team

Excellent facilitation and negotiation ability in working with staff and students

Immersion in strategic planning and development, marketing and IT

Building sensitive and positive relationships with numerous stakeholders — church, universities, schools,
staff, alumni, families, residents and non-residents

Strong connections with all levels of university - executive, professional, academic

Exceptional experience in recruitment-selection-admission of all residents and tutors

Extensive line management experience and responsibility for divisional budgets

Welfare and Mentoring

Twenty years of 24/7 live-in leadership of residential communities

Extensive involvement in mentoring, piloting and inspiring young people
Development and management of welfare programs across a range of pastoral issues
Significant liaison with health care professionals at both policy and practical levels

Communication and Interpersonal

Excellent influencing and communication abilities, oral and written
Self-motivated, independent, resourceful, high level of initiative
Passionate and energetic with a strong sense of loyalty and responsibility
Caring and empathetic presence, promoting trust and honesty




Education, Teaching & Training
EXAMPLE 2

CAREER OBIJECTIVE

| am currently seeking a position as a Teacher/Trainer, (permanent, part-time or sessional) with an RTO where | can
fully utilise my experience and success with a diverse cohort of students. | am passionate about making a genuine
difference to the lives of young people in challenging circumstances by supporting, nurturing and assisting them in
their educational advancement.

SKILLS & ATTRIBUTES

e Highly versatile and adaptable, with proven capacity to effectively manage situations / clients in a wide
variety of work contexts; eg: private industry, government departments and educational environments

e Effective communication enabling me to teach at levels ranging from VCAL and CALD to tertiary Diploma
level, with an inclusive approach that directly engages all stakeholders, including those with learning
difficulties, disabilities and challenging behaviours

e Well versed in curriculum development; student support; mentoring models; learning styles and flexible
delivery techniques, as well as complex audit and compliance documentation

e Diverse ‘real-world’ experience from Sales and Supervisory roles in international companies, to roles as
Teacher / Mentor, to running my own successful small business — all of which have fostered excellent
marketing, communication and customer service

e High level of intuition and ‘emotional intelligence’, with the ability to rapidly assess a situation or plan in
the context of the ‘big picture’

e Excellent planning, coordination and administrative abilities, with an eye for detail

e Proficiency in a variety of current IT systems and office / educational software and technology

e Self-motivated, energetic and able to work independently, yet also enjoy and contribute to a strong,
cohesive team spirit
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EXAMPLE 3

CAREER OBIJECTIVE

| am currently seeking a Part-Time Training role in either an educational environment (Secondary, TAFE or Tertiary
Institute) or within a commercial enterprise, where my extensive vocational teaching experience; in-depth
knowledge of the hospitality and food service industries and strong commitment to excellence in customer service
can be fully utilised, preferably within an enthusiastic team environment.

SKILLS & ATTRIBUTES

e An experienced TAFE Sector Teacher of many diverse programs in the areas of Hospitality, Food & Beverage
and Bar Management at Certificate and diploma level

e Delivering programs specifically designed for students with special needs, including VCAL and Year 11/12
Secondary students

e Strong industry links and regular liaison to organise and lead relevant class excursions to wineries,
breweries, conference centres, hotels, bars and restaurants, to enhance students’ learning experience

e A gregarious personality which enables teaching of Hospitality by example and affords ready access to the
latest industry trends by visiting and talking with Managers at bars, clubs, restaurants, hotels, resorts and
other venues (many of whom are my former students)

e Take every opportunity to attend Inter-TAFE conferences, competitions, industry awards functions, Alumni
events, student graduations and other appropriate social occasions which enable me to network with
colleagues, current / past students and industry professionals

e Committed to ongoing Professional Development, undertaking structured sessions to enhance professional
skills. Recent courses have included:

E-Learning Programs, Podcasting
Cross-Cultural Awareness

Assessment Validation

Using Personal Strengths for Development
Tools of Engagement

Public Speaking
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EXAMPLE 4

PROFILE / CAREER OBJECTIVE

With 18 years experience in various Coordination, Administration and Academic Support roles in the Victorian
Tertiary Education Sector (William Angliss Institute). | have valuable, in-depth knowledge of operations,
administrative processes, student services and the commercial drivers in this sector.

Diverse life experience, a positive approach and an eagerness to meet new professional challenges, supports my
current goal of securing a senior Administrative role in a University or TAFE Institute.

SKILLS & ATTRIBUTES

Administration & Management

Excellent organisational and coordination abilities, with particular reference to educational environments
Prioritise effectively, multi-task, work well under pressure and meet deadlines

Confident and open to learning/implementing new systems and processes

Keen awareness of confidentiality issues, reliable and trustworthy

High degree of initiative, enthusiasm and flexibility

Highly proficient with appropriate computer software

Interpersonal & Communication

Proven ability to work independently, with limited direction, as well as be good team player

Experienced in mentoring, coaching and training other staff

Establish and maintain good rapport with people of all organizational levels, as well as
external clients and members of the public

Sound verbal and written communication

Communicate and work effectively with staff/clients from various cultural backgrounds

Professional, tactful, diplomatic, discreet and courteous at all times

Friendly, energetic and a good listener
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EXAMPLE 5

SKILLS & ATTRIBUTES

Administration and Management

Broad professional background with experience in the private, public and not-for-profit sectors

Sound practical judgement in formulating efficient administrative frameworks and procedures

Excellent communication, liaison and coordination capabilities, particularly in relation to working with
Committees and Boards of Management

Sensitive, yet pragmatic management of policy and public relations issues

Ability to influence organisational strategy through facilitation of group discussions and insight into major
business issues

Proven capacity to represent Associations at the Executive level in a professional manner

Contribute to organisational growth, through a marketing approach to my work and the ability to foster
and develop client relationships

Conceptual and creative thinking, resulting in innovative responses to business problems

Project Coordination

Excellent overall project management ability, regularly achieving on time/on budget outcomes

Highly competent in planning, time management, budget monitoring and resource allocation

Proven success in managing / coordinating corporate events, conferences and seminars, involving large
numbers of delegates from around Australia

Ability to organise a regular schedule of corporate membership briefings, featuring key business figures,
senior government Advisors and Ministers

Proactive management of multi-disciplinary research projects, ensuring constructive engagement of
diverse stakeholders in the process

Development of high standard multimedia material for professional educational/development programs,
promotional marketing campaigns, as well as for membership information

Education and Professional Development

Highly developed coordination, communication and facilitation abilities

Assessment of professional development requirements and training needs analysis

Instructional design, planning and delivery of vocational and professional training programs
Utilisation of accredited job evaluation methods and systems for the purposes of performance
management and review together with salary benchmarking

Leadership, guidance and management of team of eight staff, with an emphasis on collaboration
Coaching and mentoring of staff at all organisational levels, particularly younger professionals

Personal Attributes

Mature and flexible with the ability to see the ‘big picture’ while maintaining a keen eye for detail and a
focus on achieving practical outcomes

Able to work independently, yet also enjoy contributing to a team-based result

Strong service ethic, loyalty and a sense of responsibility

Caring, sensitive and supportive of individual and organisational goals

High professional standards in dealing with colleagues, clients and the broader community




