[image: image1.jpg]Australia

HEAD OFFICE

Levels 5 &6

285 Clarence St.- Sydney
NSW - 2000 - Australia

P (612)92836161
F(612) 92837117

MANLY OFFICE
41-AThe Corso - Manly
NSW - 2095 - Australia

F (612) 9977 0455
e
e T
S 1 ‘ .vqw‘

Australia * New Zealand ¢ Brazil « Colombia * Peru * Portugal « Czech Republic * Slovakia * Poland www.informationplanet.com.au







                    Waiter/Waitress

Waiters and waitresses serve food and drinks in restaurants, hotels, clubs or other eating places.
Tasks & duties

Waiters and waitresses may do some or all of the following: 

· set and prepare tables for customers 

· take customers to their tables 

· hand out menus and wine lists 

· answer questions about the menu and take orders 

· describe dishes on the menu and special dishes not on the menu 

· serve food and drinks 

· open and pour bottles of wine at the table 

· clear used dishes from tables 

· tidy and clean the restaurant 

· polish cutlery and glasses 

· re-stock food and drinks and take a daily stock take.

Skills & knowledge

Waiters and waitresses need to have: 

· knowledge about menu items and wine 

· food and drink service skills 

· knowledge of food health and safety 

· good communication and people skills 

· organizational skills 

· selling skills

Personal qualities

Waiters and waitresses need to be:

· friendly, helpful and polite 

· able to work well and remain calm under pressure 

· able to follow instructions  

· quick and efficient 

· reliable and punctual 

· tactful and diplomatic if dealing with complaints 

· able to work effectively in a team.

Physical requirements

Waiters and waitresses need to be fit and healthy with good hearing and good hand-eye co-ordination. They should also have a clean and tidy appearance.
           Bartender

Bartenders prepare and serve drinks in bars, restaurants and clubs.
Bartender - Tasks and specializations

Tasks & duties

Bartenders may do some or all of the following:

· make and serve drinks

· clean and tidy the bar area

· take drink orders

· check customers' identification for proof of legal drinking age

· handle cash, EFT-POS and other payments

· collect and wash glasses

· operate gaming machines

· ensure that customers do not drink too much (host responsibility)

· help prepare and serve food.

Bartender - Personal requirements

Skills & knowledge

Bartenders need to have:

· knowledge of beer, wine and other alcoholic drinks

· drink preparation and drink service skills

· knowledge of liquor licensing regulations

· understanding of how to carry out host responsibility

· good communication skills 

· Mathematical ability.

Personal qualities

Bartenders need to be:

· friendly and polite 

· mature and honest 

· adaptable and able to work well under pressure 

· confident and empathetic when dealing with customers 

· able to use their initiative 

· able to follow instructions. 

Physical requirements

Bartenders need to have a tidy appearance. They need to have good hearing and must have a strong back and strong arms.
Caterer

Caterers manage and co-ordinate the preparation of food for functions or events.

Tasks & duties

Caterers may do some or all of the following:

· meet with clients to discuss the event or function 

· help to plan menus 

· sell and promote menu items to clients 

· manage preparation of food for the event or function 

· help cook the food for the event or function 

· liaise with clients about services such as seating and music 

· organize any additional equipment needed for the event or function 

· co-ordinate staff at the event or function 

· pack up equipment and clean facilities after the event or function 

· build up a client base 

· develop an annual business plan 

· be involved with staff training 

· carry out administrative tasks such as billing.

 

Skills & knowledge

Caterers need to have:

· skill preparing, cooking and presenting food

· knowledge of how to plan and organize catering for functions such as weddings or conferences

· knowledge of food prices and how to price and set up a menu

· knowledge of new developments in food nutrition, food technology and cooking methods

· knowledge of hygiene, health and safety regulations and procedures

· planning and organizational skills

· business management skills, including budgeting, accounting, sales and marketing

· people management skills

· good communication skills

· problem-solving skills.

                    Personal qualities

Caterers need to be:

· able to work to deadlines

· able to work well under pressure and maintain a sense of humor

· creative and artistic to design new menus

· patient and adaptable

· able to show initiative and be self-critical.

                    Physical requirements

Caterers need to be reasonably fit and healthy as they usually work long hours. 

They should not have back or knee problems because heavy lifting is involved and caterers often stand for extended periods
Cleaner

Cleaners clean offices, industrial or public buildings, car parks, aircraft or private homes.

· sweep, vacuum, mop and polish floors 

· dust high and low surfaces 

· polish furniture and fittings 

· clean windows and mirrors 

· clean kitchens, bathrooms and toilets 

· clean corridors and entrance ways, stairs, lifts and foyers 

· empty rubbish bins 

· prepare cleaning equipment for the next day such as washing and drying rags 

· make sure toilet and cleaning supplies are maintained 

· report faulty plumbing or other problems 

· perform duties at private homes such as washing dishes, ironing and making beds 

· do bookwork such as invoicing for services and organizing accounts. 

Skills & knowledge

Cleaners need to have:

· good cleaning skills, including knowledge of housekeeping and cleaning methods 

· knowledge of different cleaning equipment and cleaning agents, including the effect of certain cleaning products on different surfaces 

· awareness of health and safety practices 

· good communication skills. 

If cleaners are self-employed they need to have basic accounting and bookwork skills. 

Personal qualities

Cleaners need to be:

· honest 

· friendly 

· reliable and responsible 

· quick and efficient, with an eye for detail 

· able to follow instructions 

· able to work independently in isolated areas. 

Physical requirements

Cleaners need to be reasonably fit, healthy and energetic, with a neat and tidy appearance. They must not be allergic to cleaning chemicals.
Kitchen Assistant

Kitchen assistants wash dishes and clean the kitchen and serving areas in eating places. They may also help kitchen staff prepare food, such as chopped vegetables, for serving to the public.

Tasks & duties

Kitchen assistants may do some or all of the following:

· wash dishes and remove rubbish

· offload and store food

· clean all surfaces and equipment

· follow instructions from the cook or chef

· bring supplies from storage to the kitchen

· wash, peel, and chop vegetables

· garnish dishes

· prepare meat and other food when necessary

· help to make salads and desserts

· collect and dispose of waste produce.

Skills & knowledge

Kitchen assistants need to have: 

· skill preparing food and using kitchen equipment

· knowledge of cleaning methods and chemicals

· knowledge of kitchen safety and food hygiene

· organizational skills.

Personal qualities

Kitchen assistants need to be: 

· able to work well in a team

· responsible, practical and efficient

· able to carry heavy amounts of produce

· have stamina and work well under pressure

· have good communication skills

· able to show initiative

· able to follow instructions and pay attention to detail.

Physical requirements

Kitchen assistants spend a lot of time on their feet and may have to carry heavy amounts of produce or crates of milk. They need to be neat and tidy, with a high standard of personal cleanliness.
Receptionist

Receptionists provide the initial point of contact for organizations by greeting visitors and dealing with telephone enquiries

Tasks & duties

· greet visitors

· register visitors and notify appropriate staff of their arrival

· monitor access of visitors and may administer security cards

· answer telephone calls and transfer calls to appropriate staff

· answer general enquiries about the organization

· log and sort incoming mail and faxes

· keep reception area tidy

· make bookings for meetings and seminars

· organize catering for staff meetings or functions

· maintain telephone and staff location lists

· oversee the use of the fax machine, photocopier and other office equipment

· maintain and order office supplies as required 

· may process travel and accommodation arrangements for staff and visitors

· may perform administrative tasks like typing, filing, photocopying, binding and laminating

· may look after a petty cash account

· Assist other administrative staff.

Skills & knowledge

· knowledge of administration policies, systems and procedures

· understanding of the purpose, background and policies of the organization they are working for

· communication and listening skills, and the ability to relate to people from different cultures and backgrounds

· computer and word-processing skills

· the ability to use general office equipment such as photocopiers, printers and data shows 

· understanding of the roles of other staff 

· Planning and organizational skills.

Personal qualities

Receptionists need to have a pleasant and efficient manner in person and over the phone. The ability to work well under pressure and an awareness and understanding of other cultures are also important.

Physical requirements

Receptionists need to maintain a neat appearance and have clear speech and good hearing.
Nanny

Nannies are responsible for the care, well-being and education of children in the home.

Tasks & duties

Depending on the number and ages of the children being cared for and the hours of work, a nanny may do some or all of the following:

· discuss the children's needs with their parents

· feed, wash and dress the children when necessary

· support the child's development and learning in consultation with their parents

· organize and supervise the children's daily activities

· provide play activities

· keep a diary of daily activities

· keep the house tidy

· care for sick children in the home

· do the children's daily washing and ironing

· shop and prepare family meals

· drive children to and from kindergarten, school or other activities

· supervise and help children with homework.

                    Skills & knowledge

Nannies need to have:

· the ability to get on with and care for young children, including those with special needs

· knowledge of children's learning and development

· knowledge of first aid and CPR (cardio-pulmonary resuscitation)

· observational skills, including the ability to supervise children in large areas

· communication and listening skills with children and adults

· home management and housekeeping skills

· problem-solving and decision-making skills

· planning and organizational skills.

                    Personal qualities

Nannies must enjoy working with children and need to have enthusiasm and a sense of fun. They also need to be:

· responsible, reliable and punctual

· creative and adaptable

· patient and sensitive

· motivated

· firm and fair.

 Physical requirements

Nannies need to be reasonably fit and healthy, and must have a strong back.

Warehouse Worker

Alternative titles

· Clerk (Storeroom)

· Head Store person

· Parts Warehouse Clerk

· Stockroom Controller/Manager

· Storeroom Clerk

Tasks & duties

Warehouse workers:

· load and unload trucks and containers 

· keep records of goods coming in and out 

· check and label goods 

· wrap goods for storage 

· put goods away in the correct areas 

· pack and assemble goods for delivery 

· restock warehouse shelves when necessary 

· clean and tidy the warehouse 

· operate trolleys and fork-lifts 

· follow safe work practices.

 Skills & knowledge

Warehouse workers need to have:

· good planning, communication and listening skills

· a basic understanding of math’s 

· knowledge of warehouse procedures and general stock control 

· knowledge of the goods being stored

· an awareness of safety regulations and procedures to ensure any potential hazards involved with stacking or unloading products are minimized

· the ability to operate a range of machinery including fork-lifts.

Trade Hours: Mornings and afternoons

English Level: Minimum Intermediate to Upper-Intermediate

       Gardener

Personal qualities

Gardeners need to be self-motivated and willing to keep up to date with new plant varieties and techniques. They also need to be creative, practical, friendly and helpful, with an eye for detail.

 Physical requirements

Gardeners must be fit, healthy, strong and have a good level of stamina, as they may spend a lot of time bending and lifting. They should not have any allergies to pollens, sprays or plants.

Tasks & duties

Gardeners may do some or all of the following:

· discuss requirements with clients 

· grow plants from seeds and various types of cuttings 

· select and purchase plants 

· prepare soil and plant gardens 

· sow grass seed and lay and maintain turf 

· spray plants to control pests and diseases 

· maintain gardens, paths, lawns and plants by pruning, fertilizing and other gardening techniques 

· clear away rubbish 

· keep records of tasks and duties performed 

· landscape areas or do basic construction 

· do general external house maintenance 

· teach their peers and members of the public about gardens and plants 

· work in a plant nursery.

Skills & knowledge

Gardeners need to have:

· knowledge of planting, pruning, spraying, fertilizing and other forms of garden maintenance 

· the ability to identify and control different types of plants, trees, pests, weeds and soil 

· basic knowledge of first aid and safe work practices 

· good practical skills such as the ability to operate small machinery and drive heavy vehicles 

· organizational and planning skills 

· problem-solving skills 

· communication skills 

· the ability to follow instructions.

Delivery Driver

Delivery drivers collect and deliver messages, packages and other goods and materials by light truck, van, car, motorcycle, and bicycle or on foot.

Tasks & duties

· deliver items to and collect items from businesses or private homes 

· unload and sort collected items

· unload goods from large trucks and load them onto smaller delivery vans 

· check the daily goods consignment

· sort the delivery notes into order of delivery

· load the vehicle with the listed goods 

· may scan the goods 

· plan which route to take to deliver goods in the most efficient way, and drive the route

· may collect other goods on the delivery route

· keep a record of deliveries made 

· may receive payment on delivery of the goods or arrange for accounts to be settled 

                    Skills & knowledge

Couriers need to have:

· excellent driving or cycling skills

· knowledge of the area they work in, including the names of buildings and streets

· knowledge of the Road Code, defensive-driving techniques and transport regulations

· the ability to identify when goods look unusual or are damaged

· knowledge of how to handle hazardous goods

· the ability to keep track of deliveries

· knowledge of different methods of securing, packing, and taking care of loads, including knot tying

· an ability to read maps and find their way to new locations easily

· communication skills for dealing with clients.

                     Personal qualities

Couriers need to be:

· friendly, helpful and polite when dealing with their customers

· quick and efficient when delivering mail or other goods

· honest and responsible 

· motivated, as most of the day is spent working unsupervised

· punctual and reliable
Trade Hours: Available for any time, 7 days/week depending on each area and company,

English Level: Minimum Intermediate
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