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 Duane Hillier
23 Etheridge Street

Mount Louisa, QLD 4814

Home: (07) 47746318 Mobile: 0435031042



       Email: duanehillier@virginbroadband.com.au


Certificates 
2011 Cert IV Information Technology: Barrier Reef Institute of  TAFE
· Determine and confirm client business expectations and needs
· Monitor and administer network security

· Support system software

· Automotive processes

· Create scripts for networking

· Build an intranet

· Install and configure a router

· Manage resolution of system faults on a live system

· Locate equipment and software faults
· Install network hardware to a network

· Develop and present a feasibility report

· Locate system faults
2010 Cert III Information Technology: Barrier Reef Institute o


TAFE


· Install and optimise operating system software
· Install and manage network protocols

· Provide advice to clients

· Provide network systems administration

· Determine and action network operating system

· Administer network peripherals

· Care for computer hardware

· Maintain a general ledger
· Write and document a 36 page report

· Run diagnostics tests

· Set up a small computer network

· Fault finding in computers

· Ghost images

· SDISK computers

2010        Cert II Information Technology: Barrier Reef Institute of TAFE
· Install Operating Systems

· Install software applications

· Connect hardware peripherals

· Operate computer hardware

· Maintain equipment and consumables

· Use computer operating system

· Work effectively in an IT environment

· Communicate in the workplace

· Capture digital images

· Design and produce documents using computer packages

2009 Cert III Business Administration: Barrier Reef Institute of TAFE
· Design Power Points 

· Use Microsoft Office, Excel and Access

· Create user documentation

· Process payroll

· Produce texts for notes

· Organise schedules

· Process customer complaints

· Deliver and monitor a service to customers

· Process accounts payable and receivable

· Promote innovation in a team environment

· Design and produce text documents

· Produce spreadsheets

· Touch Type with a speed of 20.6 words per minute and 100% accuracy
· Maintain daily financial/business records

2009
Cert II Business: Barrier Reef Institute of TAFE

· Use business equipment and resources

· Process and maintain workplace information

· Handle mail

· Participate in OHS processes

· Work effectively with others

· Maintain daily financial/business records

· Access and use the internet to its full agree

· Deliver a service to customers

· Work effectively in a business environment

· Develop keyboard skills

· Produce simple word documents 
Job History

2008-2009 “Assistant Manager” Prices Plus Castletown

   Duties:

· Opening and Closing Store

· Banking and Handling Money

· Answering Phones

· Counting Till at the start and end of day

· Refunds and Exchanges

· Paper Work, Filing, Time Sheets and Rosters

· Ordering Stock from warehouse and Stocktaking

· Customer Service

2006-2008
“Retail Assistant” Prices Plus Castletown

   Duties:

· Providing Customer Service

· Stock Handling and Stacking Shelves

· Basic Cleaning of store including Moping and Sweeping

· Operate Rubbish Disposal Unit

· Unpacking Stock and Sorting Items

· Pricing Products and use of Pricing Guns

References: 

Brenda Donaldson Teacher, TAFE (Business)

Ph: 47505612

Email: brenda.donaldson@deta.qld.gov.au 
Priscilla Billing Teacher, TAFE (Business)

Ph: 47505612

Email: Priscilla.billing@deta.qld.gov.au
Alan Quick Teacher, TAFE (Information Technology)

Ph: 47505612

Email: alan.quick@deta.gov.au
Debra Kosturin, Teacher, TAFE (Information Technology)

Ph: 47505612

Email: debra.kosturin@deta.qld.gov.au
Robert Daveson, Teacher, TAFE (Information Technology)

Ph: 47505612

Email: Robert.daveson@deta.qld.gov.au
