Jo Sherriff

19 Adriatic CC Clyde

Email: jo_sherriff@outlook.com 

Hm: 03 5992 1703 
M: 0430 842 534
Summary
Experienced and driven Showroom Consultant & Clients Service Manager with a focus on outstanding Administration along with meeting & exceeding customers’ expectations.

Enthusiastic with superior skills in working within both team-based and independent capacities. Bringing a strong work ethic and excellent organisational skills to any setting. Excited to begin new challenges with a successful team.

SKILLS
· Excellent organisation & Time Management

· Customer service – Face to Face, Over the phone & Email
· After Sales & Order Processing

· Reading & Interpreting Floor Plans 
· CRM systems (ZOHO)

· XERO & MYOB 

· Adobe Suite – Indesign, Photoshop & Sketchup
· MS Office

· Exhibiting at HIA Home Shows and other Industry Trade Shows
EDUCATION

Certificate in MYOB Essentials – Applied Education 2020

Certificate in Essential Management Skills – Alison Training College 2019

Certificate in Customer Service Training – Alison Training College 2019

Diploma in Interior Decoration & Design – Virtu Design Institute 2019

Certificate IV in Interior Decoration & Design – Melbourne Polytechnic 2011

Certificate III In Business – Box Hill Tafe 2006

Diploma In Children’s Services – CTCS 2005

Certificate III In Children’s Services 
WORK EXPERIENCE
May 19th 2017- April 16th 2020


Showroom Consultant & Client Services Manager 
Thermotek Windows & Doors Pty LTD

· Administration, Customer Service, Sales & Marketing, managing all aspects of the showroom, liaising with Builders, Architects, and Interior Designers. 
· Phone, Email & Web enquiries, Invoicing, account processing & record keeping via CRM systems such as ZOHO & Xero. 
· Assisting customers with Design advice, Building, Renovating and Design colour selection and style finishes. 
· Reading floor plans for New Builds & Renovations. 
· Adhering the AWA, Vinyl council of Australia, Upvc window Alliance and the Australian building code standards. 
· Exhibiting at the HIA Home Show x2 per year and other Trade Shows. 
· Kept the showroom clean and maintained neat, orderly product displays to deliver professional appearance to guests. 
· Oversaw inventory levels, placing orders to manufacturers when stock needed to be replenished. 
· Demonstrated products to customers, discussed features and redirected objections to capture sales. 
· Provided in-home and Showroom Consultations to prospective clients. Measuring & Quoting of Upvc window & doors
January 2016 – May 2017
Showroom Consultant 
Home Innovations Display Centre


· Retail sales, assisting customers with their Design Selections and providing advice on Building, Renovating and Interior Design finishes. 
· Administration, Sales & Customer service. 
· Event Management, Digital Design and Marketing. 
· Managing all aspects of the showroom, liaising with Builders, Architects, Interior Designers and Master Builders Association.

· Researched concepts and followed industry trends to provide knowledgeable insight to clients. 
· Assisted clients with budget considerations regarding selection of products. 
· Improved operations by working with team members and customers to find workable solutions. 
· Created agendas and communication materials for team meetings. 
· Improved customer satisfaction by finding creative solutions to problems. 
· Worked closely with team members to deliver project requirements, develop solutions and meet deadlines. 
· Provided excellent service and attention to customers when face-to-face or through phone conversations. 
2014 – 2017
Design Consultant - Casual

Rustic Wilo Designs
· The position is a freelance role, working for myself doing online and in-home design consultations. 
· Duties consist of Sales, advisory and colour consultations. 
· Marketing and Networking. 
· I started this position to gain more hands-on industry experience in preparation of a career change. 
· Designed floor plans, elevations, and 3D perspective views and material boards for both in-house review and presentation to client. 
· Developed interior design concepts and prepared interior systems and finishes. 
· Created custom design boards with attention to detail for visual representation, including samples of fabrics, wall finishes and flooring. 
· Used 3D software to allow customers to clearly visualize completed projects, creating "wow effect." 
· Visited home sites when necessary to assess and fulfil customer needs. 
· Assisted clients successfully by choosing furnishings consistent with preferences and budget. 
· Collaborated closely with customers, adjusting plans as needed to satisfy client needs and requirements. 
2013- 2016
Pinnacle Health Club

Creche Supervisor – AM role – Permanent casual 5days per week

· Working collaboratively with children and families

· building and maintain relationships

· Program planning, observations and daily reflections. 

· Implementation of developmentally appropriate programs and 

· providing a safe and inviting environment. 

· Supervision of up to 10 children aged 8weeks to 8years. 

· Adhering to policies and guidelines in accordance with the rating and assessment process. 

2013- 2016

Extend Education

OHSC Coordinator – PM role – Permanent casual 5days per week

· Working collaboratively with children and families

· building and maintain relationships 

· Program planning, observations and daily reflections. 

· Implementation of developmentally appropriate programs and 

· providing a safe and inviting environment. 

· Supervision of up to 30 children aged 6 to 12years. 

· Adhering to policies and guidelines in accordance with the rating and assessment process. 

· Preparation and implementation of the rating and assessment process (achieving a service rating of exceeding)

Hobbies & Interest
Art & Craft, Interior Design, Kitchen & Bathroom Design, Photography, Computer aided drawings.
Camping, Boating & the outdoors.
Additional Information
Victorian Police Check

Full Victorian Drivers Licence 

Own Transport

References on request
