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Janelle Friedman 

159 Lasso Place 

Sunnybank Hills, QLD, 4109 

Mobile: 0412 183 325 

 

10 November 2011 

 

Stadiums Queensland 

Brisbane Gabba Ground 

Woolloongabba Qld 4102 

 

Dear Sir/Madam 

Please accept my application for the position of Administration Support Officer with your 

organisation.  

I currently have a part time position with Big W, Underwood as a Recovery Associate, and I am 

also working casually as an Administration Officer for The Barefoot Accountant. I have 

previously worked as a Team Member with Hungry Jacks, Algester.  In these roles I have gained 

a range of skills which include: high levels of customer service; stock presentation; data entry; 

filling; and general office duties.  My work experience is detailed in the attached resume. 

I have recently completed a Certificate III in Business; this course provided me with skills in 

developing business documents using both the Microsoft Office 2007 and 2010 Suite, which 

included: Word, Publisher, Excel and PowerPoint.  I created a range of documents including: 

minutes, forms, letters, reports, fliers, brochures, memos and spreadsheets. During this course I 

also gained skills in using a range of business equipment including: computers, photocopiers, fax 

machines, scanners, and printers, as well as knowledge and skills on how to maintain this 

equipment. I received positive feedback on my abilities as well as on the support I provided to 

other students. This course has also consolidated my knowledge in the areas of customer 

service and occupational health and safety. I also have a Certificate II in Information Technology.  

Full details of my education can be found in the attached resume.  

My skills include: being able to work effectively with customers, working well in a team 

environment; multitasking; having the ability to prioritise my workload; as well as high level 

computer skills. I am a confident person who follows instructions well and I try to use my 

initiative to complete any task asked of me within the specified time frame.   

I would like to have the opportunity to present my application in person and I look forward to 

hearing from you in the near future. I can be contacted on mobile no. 0424699342 or 

alternatively by email at: jordan@barefootaccountant.com.au 

Yours sincerely 

 

 

Janelle Friedman 

 


