   Suzanne Johnson
308/177-219 Mitchell Rd 
Erskineville 2043   

maidendale@gmail.com 
 0407536 970

My objective 
To work for or contract to, a well-respected training organisation offering outstanding training and management skills in; 
· Foundation skills, Retail, Business, Computing, Management.
· Experienced in working with mainstream students, migrants, students at risk    of leaving school, women returning to the workforce and people with disabilities.


My skills
· Teaching and training skills  
		“ as a teacher she is highly motivated”, ”uses creative method of delivery”-(Head Teacher)
· Oral and written communication 
		“ability to communicate effectively with people at every level”(project manager LLNP)
· Organisation , coordination and management
		“Without exception, any task that Sue has undertaken has been very well co-ordinated” 			(project manager LLNP)
		“outstanding in managing all aspects of co-ordination of courses” – (Head Teacher)
· Program development 
		“developed a highly innovative  program” ( director of Equity and Aboriginal services)
· Workbook development and preparation of assessment tools 
		“in learning materials.takes into consideration the diversity of needs of the students ( H.T)
· Timetabling of courses
· Computer skills – Microsoft office suite, Spark post
· People skills
		“ability to communicate effectively with people at every level and her empathy for students is 		evident in the way she works”	


Qualification
Tertiary: 	
TAESS00009 Address Foundation skills in Vocational Practice – Blue print 2020
TAEASS502 – Design and develop assessment tools – Kiama community college- 2019
FSK20113 Cert II in skills for work & vocational pathways- Riverina College2017
TAELLN401 Fortress learning – 2014
TAE40110  Penrith community college – 2012
Diploma in Management – WSI 2010 
Training Plan Systems – Additional modules to TAE40110 – 2006
TAE40110 Assessment methods and tools for business services  WSI - 2006 
Cert 3 Retail Operations - WSIT 2004
Cert 3 in Business Administration WSIT -2012
Cert. 4 Work-place trainer and assessor - WSIT 2000 


My professional experience

2020			MAX SOLUTIONS trainer and assessor casual
· Deliver F2F and online training and assessment.  
· Compliance and validation of course assessments in preparation for auditing. 
· Training delivered to long term unemployed clients of Max Employment

2016-2019		JOBQUEST trainer and assessor Penrith – contract position
     
· Developing training materials and assessments and delivering project based learning to mainstream   and students with disabilities. 
· Compliance and validation of course assessments in preparation for  auditing. 
· Teaching computing to seniors. Assisting NDIS recipients in preparing for funding reviews.        

    2015 		J2S   Retail trainer - Penrith -contract position

     1999 – 2014	 WSI TAFE Part-time teacher 

· Delivered Retail and Customer Service courses to mainstream and students with disabilities.
· Taught computing to TPC students preparing for university
· Developed, co-ordinated and taught a pilot program for Sudanese migrants 
· Teaching introduction to computer classes at Richmond TAFE to seniors, co-ordinated and
teaching an ESOL vocational program
· Developed, coordinated and taught a program for students at risk of leaving school.
· Involved in coordinating and teaching WOW courses at Richmond.
· Developed a number of workbooks and assessment tools for mainstream students and those with  special needs undertaking retail and customer service courses
· Taught TVET students –retail Outreach and Get Skilled program, teaching all modules of the Cert II   and III in Retail Operations as well as personal effectiveness and job seeking.
· I have worked with and assessed trainees both on the job and those attending TAFE classes.
· Liaised with employers in the retail sector for student work placements and with employers of   trainees.
· Coordinated many courses over my time at TAFE, this involves organizing teachers, classrooms,  course content, timetabling, workbook publication, CLAMS management of the courses and student supervision and counselling.
· I have been involved with tutorial support for students with disabilities who have undertaken courses, in General Education, Nursing, TVET Retail Operations course and  TAE Cert 4
· I have facilitated a course for people who are training as educational support aides

1998-1999	Teacher’s aide and Job Coach: Niland SSP. 

	1994-1997	 Training and Placement Officer : Western Sydney Jobnet.

		

 
Professional development
     Cultural competence -2018
     LLN podcast -2018
     Project based learning Jobquest -2017
     ACSF training update Jobquest 2107
     TESOL online course-Global leadership college -2014

Community involvement

Involved in local church activities; currently working with children and organising community events 


Personal interests
Home decorating  				Reading				Photography
Gardening					My wonderful family

Referee

Current referee - Anne Becht  -  JobQuest Training manager 0421311436
The following written references are from previous employees who have passed away or have retired I have included them  as they the speak to the skills and abilities I have and have used in varied work roles  at TAFE
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To whom it may concern 
I have worked with Suzanne Johnson on a number of occasions in the last few years, with LLN courses and a Sudanese program.  In the LLN programs Sue has worked with teachers from ABE section and was able to understand the language, literacy and numeracy aspects of the course as well as assisting the ABE teachers to understand the retail aspects of the course and how both aspects could be melded  effectively and efficiently.
 Sue was given responsibility for the educational development of a pilot program for Sudanese refugees, she carefully planned the course to meet the requirements of all stakeholders, ensuring quality delivery to both students and employment agencies. She developed strategies to monitor the effectiveness of the various components of the program and managing the team of teachers involved in the program, supporting them with lesson material development and understanding the needs of the clients.
Prior to undertaking the Sudanese program Sue identified the learning needs of each of the students through discussion with students and case workers. The use of informal and formal learning opportunities allowed all students to access the information in the way that best suited their learning style. Students were encouraged to support each other in their learning process.
The program was developed in accordance with TAFE policies and procedures and in consultation with language teachers, me and members of the funding body and employment agencies ensuring that the program used the physical, financial and human resources to meet the projects parameters.
Sue has remained in close communication with me by phone and email in order to report on budgeting issues, to provide feedback and to deal with any problems as they arose. This informal communication has been used in conjunction with formal meetings prior to and at the conclusion of the course to ensure the project is managed well.
 Sue has always demonstrated a personal commitment to her work and has worked tirelessly to ensure a successful conclusion to each of the programs we have worked on together. Without exception, any task that Sue has undertaken has been very well co-ordinated , she is a wonderful role model of leadership to students and staff. Sue uses her initiative to come up with ideas for me to consider for future courses, always carefully considering the needs and parameters of any task that she undertakes. 
Sue has the ability to communicate effectively with people at every level and her empathy for students is evident in the way she works to develop programs that are suited to the literacy needs of the students, she has used resources appropriately and has always carefully reflected on the effectiveness of what she has done.
I would happily commend Sue Johnson to anyone considering using her organisational and 
leadership skills in a training environment.
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From: Dr John R. Wylie

Senior Head Teacher

Business & Legal Services Faculty
Date: 10 December, 2009

Subject:  Workplace reference for Sue Johnson

To Whom It May Concern

I have worked with Suzanne Johnson for the last 10 years as her head teacher at Western Sydney
Institute of TAFE. Sue has been employed as a part time teacher in the Business and Legal section for
20+ hours per week, teaching retail and customer service courses as well as working with ABE and
disabilities sections in running programs for students with special needs.

Sue has coordinated many programs for me, she has been outstanding in managing the many aspects of
this role, from course inception, timetabling multiple courses, training new teachers about TAFE
systems, monitoring and documenting feedback, assisting teachers with classroom management and
teaching materials. The very capable assistance Sue has given me in coordinating courses has meant
that my time has been freed up for other departmental matters as I know that I can depend on her to run
the courses in an efficient manner, she has always recognised the need to consult with me concerning
any problems that need addressing that are beyond the scope of her authority. I have been impressed
with her initiative in developing ideas for courses that my department could run that are in line with
current trends in the retail sector, but that look at creative methods of delivery. Sue has always worked
towards ensuring that everything she does is consistent with TAFE’s organisational objectives and
policies and has been beneficial to the business and legal services department. Sue’s contribution in
staff meetings has often identified problems and concerns that needed addressing and she has assisted
in the development of processes that ensure the problems are corrected.

Sue’s communication skills with both teachers and students are excellent. She has the ability to relate
to people at all levels in a way that not many others people can, putting students, who are nervous at
starting study at ease, at the same time effectively communicating with employers and head teachers in
other departments regarding students and courses. Sue encourages other teachers to excel in their work
performance and shows that she values them as team members by maintaining open and honest
communication with them.
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As a teacher Sue is highly motivated and has demonstrated exceptional classroom management skills as
well as creatively approaching the development of lesson materials and class activities so as to engage
the wide range of students who take part in our retail and customer service course. Sue has written
many of the workbooks teachers use in the department for the delivery of training. In the development
of learning plans and workbooks she has identified and taken into consideration the diversity of needs
of students in her classes.

Developing personal and work goals has meant that Sue has achieved significant growth for herself as
well as for the department; she maintains a healthy work/life balance. Sue has undertaken many in-
service training courses to better equip her to understand the learners’ needs and has provided
structured feedback in the form of a written reports and oral presentations to other teachers about the
content of in-services in order to facilitate continuous improvement by staff members. Each member of
staff in the section is required to submit personal learning goals annually. and Sue’s goals have meant
improvement in her skills personally as well as reflecting the needs of the department.

T have found Sue to be a highly valuable member of the business and legal services team, her integrity
and managerial skills are an asset to this department. She is someone I can depend on to deliver high
quality training to our students and who has professional attitude to her work at TAFE.

Senior Head Teacher
Business and Legal Services
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To Whom It May Concern

| provide the following report in my capacity as Director Equity and Aboriginal Services at
TAFE NSW - Western Sydney institute. Teachers employed in the Equity & Aboriginal
Services portfolio are responsible for delivering programs and services for people who have
experienced barriers to their education and training. Additionally, a number of teachers
coordinate specially designed programs to meet a certain target group. Suzanne Johnson
has been employed to coordinate one such program targeting 30 young people at risk of
leaving school early from local high schools. Sue was selected to be our coordinator as she
had previously been involved with courses targeting women returming to study, Sudanese
refugees and students with disabilities.

Sue’s responsibilities as the course coordinator include —

- negotiating the program outline with Regional Schools Directors, School Principals, Home
School Liaison Officers and TAFE teaching staff

- selecting suitable students

- organising the modules, course timetable and selecting suitably qualified teachers

- booking classrooms and events

- organising work placements

- organising catering and transport

- administering all the relevant paperwork, OH & S checks, risk assessments and other
authorities

- managing the day-to-day activities

- team teaching

- on going review and evaluation

Sue was initially given a broad overview of the course tender requirements and within 24
hours she emailed me a copy of a highly innovative program for this project. Her
understanding of the students’ disengagement with school was evident from the program she
had designed, which found a way to harness the students’ interest in graffiti to engage them
in learning. The program incorporated TAFE tasters and work experience. The students were
rewarded for effort and interest through opportunities to do their graffiti in a positive way
{creating artworks for their bedrooms, T shirts, folder decoration) and organised fun days.

Sue incorporated drama, games and sport to foster a team spirit in the students, as they
came from three different schools and needed to ‘gel’ as a group, in order for the program to
work and for students to get as much as possible out of their experience. Sue also
recognised the need to ensure that students had sufficient food to enhance their
concentration, so supply of breakfast and lunch were incorporated into the course. In order
for this to be cost-effective, she had to negotiate with the canteen supervisor for student
lunches and researched at a variety of suppliers for breakfast foods.
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Sue had four weeks to get the program from concept to “running”. She achieved this goal by
quickly recognising the processes needed and by employing a person, Roz Gibbs, with skills
that complemented her cwn. Sue liaised with Principals and other staff members from the
three schools identified as having the students who fitted the profile of the project. One
school had never been invoived with TAFE before. Sue was able fo build trust and
confidence in the program. demonstrating to the Principal that it would be highly beneficial for
the students. Sue nas kept her Head Teacher and me informed of her progress during the
course’s development and has sent us regular updates. She has met with Head Teachers to
ensure that all TAFE processes are being followed effectively. She has also been in regular
contact with sehoot Principals and staff to ensure that they are informed of students’ progress
and to checx that ad schoc! requirements are being met.

The students were interviewed in order to gain a greater understanding of their diverse
needs, to ensure that the program could positively impact on the students. They were
offered a wide range of TAFE tasters to choose from. Many were interested in mechanical
trade courses whie others wanted to look at outdoor courses. ‘The students were divided
into twe groups of 15, so most were able to experience the kind of courses they wanted. Sue
aliocatec work to Roz and has met with her to ensure that tasks required were being fulfilled.
She atsc Faired Roz in a number of TAFE procedures, as she is a relatively new teacher and
has nct besn nivolved in the coordination of TAFE courses previously.

Heac Teacrers and staff from various TAFE departments were canvassed to gain their

for running the TAFE tasters and to ensure that the best training specialists were
used tc oe'iver each session to maximise the learning opportunity for each student. Each
persor was given a clear picture of the target group and their needs, so students wauld enjoy
ana gan & clear understanding of the various careers they were investigating. Sue has been
abte  gain support from each departmental head and other staff, to run the TAFE tasters in
2 way that has engaged the students.

Stuoent discipline matters have been noted on CLAMS rolls to ensure TAFE policies and
proceaures are adhered to. A TAFE Counsellor has been consulted regarding the risk
assessment of one student. The school has also been kept informed regarding such. Sue
ras implemented risk assessments and OH & S procedures for all events, work placements
and excursions. She has also ensured that the student teacher ratio of 10 to 1 has been
fobowed as per directions of her Head Teacher to minimise risk.

Feedback from the schools has been very positive. Students are very keen to attend the
program. They are arriving early each day and attendance has been extremely high.
Studerts are engaged and enjoying the course.

The course is very successful to date. The aims and objectives are being met within budget. (
woiika be happy to recommend Sue Johnson as a very effective manager, who is extremely
capable of achieving outcomes under difficult circumstances.
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Kerry Evans
Director Equity & Aboriginal Services
TAFE NSW — Western Sydney Institute
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