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      Skills
· Self motivated individual with excellent interpersonal skills

· Outstanding ability to establish a good rapport with people at all levels

· A great believer in overcoming challenging situations 

· Works well either individually or as a team player

· Demonstrates ability to train and develop persons at all levels.

Work History
January 2013- Current


University of Western Sydney



Research Assistant Internship-Centre of Positive Psychology and Education
Responsibilities:
Research the affect and impact Aboriginal Identity has within the education system.
Joint authorship in draft submission in an ERA recognised journal submission.
January 2013- Current


Belgravia Health & Leisure- 




Qualified Austswim Swimming Instructor- Whitlam Centre Liverpool

Responsibilities:
Plan and teach swimming lessons to students of all ages ranging from three months to adulthood.


Conduct learn to swim lessons and programs which meet the individual needs of each participant


Assess and monitor student progress and adapt lessons to suit each ability level. 

Liaise with other instructors and participates in order to continually improve service delivery.


Maintain records related to learn to swim classes.


Set-up and pack-away all swim school resources and equipment.


Comply with and follow all OHS, Risk and Environment policies and procedures. 

Achievements:

Austswim Certificate- Teaching of Swimming and Water Safety      

Resuscitation and First Aid Certificate
November 2011- February 2009
NSW Department of Education & Training



Teachers Aide: Fairfield West Public School.
Responsibilities:
Supervising students within a K-6 support unit in and out of the 



classroom.




Prepare classroom documents and lesson equipment 

 


Operate audio visual equipment including the interactive white board




Support classroom teacher to maintain an ordered classroom using



effective behaviour strategies.



Prepare and supervise breakfast club
February 2009 – October 2005

Brady Australia – Regents Park



 Return Vendor Co-ordinator
      Responsibilities:
Analysis and reports of all vendor discrepancies




Customer returns




Reports and data collection




Obsolete and inventory reports



Communication with various departments
Achievements:

Participation Certificate IV Frontline Management 

Redevelopment of returns policies and procedures

Completed training for the SAP implementation

Completed in house communication and development courses

      Nominated to represent Brady in a the Minister Awards Promotional Media 

      Developed and completed SMART goal’s program 
      Chair person and minute secretary in monthly team meetings compiling new agenda



Customer service Representative
      Responsibilities: 
Inbound and Outbound calls




   
Cash sales and account enquires




Provide product knowledge and support 




Order entry and data records 

     Achievements:

     Completion of Certificate IV in customer contact 
     Bronze level in going for gold within 9mth period

     Developed and completed SMART goals program

    October 2005 – July 2005  
        Customer Image Blinds - Wetherill Park



Deputy Office Manager/Receptionist/Accounts and Payroll
     Responsibilities: 
Inbound customer service and sales inquiries




Payroll, timesheets and rostering




Accounts receivable and payable

     Achievements:  


     Development of new office and factory policies including implementation of new health 
     and safety procedures and redevelopment of internal operation procedures.
     November 2003 - September 2002  
Chriso Hampers - Regents Park



Customer service representative and deliveries team member

     Responsibilities: 
Building and maintaining customer rapport with internal and external 


customers




Communicating with various inbound and outbound clientele




Maintain and collection of customer information and details




Data entry







Updating systems and 




Dealing with customer conflicts

     Achievements: 


     Participated in group discussions to further develop and improve policies and procedures    

     within the delivery department

    September 2002 – January 2001

Virgin Mobile - Sydney




Customer Service Representative
     Responsibilities: 
Establishing customer needs and performing in a professional and 



efficient manner




All customer service duties including: - Phone support, billing 



inquires, collections, sales and outbound calling




Escalation of customer complaints

    Achievements: 

    Policy and procedure committee member: Designing, re structuring and implementation of    

    all call centre policies and procedures including phone sales and training protocols.
    Winner of numerous in-house incentive schemes including excellence in customer service  

    and highest sales achievement awards.

    Participation in the Arrow Traineeship in Call Centre Operations.

    Recreation room cork board designer, developer and organiser

    Nominated and participated in the “Beat Bill Rage” Television commercial

July 2000 – November 1999  

Starlight 1 hour photos - Winston Hills





Customer Service Representative
   Responsibilities: 
Photo processing-colour and black & white




Photo restoration




Camera, equipment, accessories and photo services sales




Flexibility Ability to work between various sister companies e.g. 



Casula 1hr Photos and Starlight Express 1 hour photos North Rocks.
   Achievements: 

   In charge of Santa photos including sales, photography and processing
   Redesign of the shop front layout

   Window and shelf displays

 December 1997 – September 1996

Jenny Craig - Fairfield





Weight Loss Consultant
   Responsibilities: 
Understanding clients individual requirements and needs




Consulting with clients on a one to one basis




Organisation of weekly rosters, appointments and budgets




Cold calling inactive members to increase sales 





Daily banking duties

   Achievements: 

   Helping clients to reach and maintain goal weight by providing knowledge and support.


   July 1996 – February 1994

Telstra Australia- Sydney




Customer sales and service representative
   Responsibilities: 
Developing and maintaining client case loads






Inbound and outbound sales and customer service




Implementing and achieving SMART goals 




Account inquiries




New connections and upgrading of services provided

   Achievements: 


   Highest Achieving team- April 1994

   Highest Achieving team – March 1995

   Participation in the “Happy to Help” and “Signature service” training programs.

Education
2013- 2009
University of Western Sydney- Bankstown



Bachelor of Education Primary- AREP

2005-2004
Sydney Southwest Institute of Tafe- Campbelltown




Certificate IV in fine arts

1983-1990
Mary Mackillop College- Wakeley

Accomplishments

2013 
Successful applicant for an Aboriginal Internship with the University of Western Sydney
2012  
Round table speaker for Governor General’s visit at UWS.

2011
 Project Report ‘Court up in Aboriginal Culture’ published in VET
         

          
Network Newsletter. Winter 2011 - Issue 41.

2011 
Completion of Aboriginal playground at Milperra Public School

2011 
Guest speaker at Milperra Public School Japanese teacher exchange visit
2010 
University of Western Sydney Dean’s Merit List

2010  
University of Western Sydney Indigenous Achievement Scholarship  
2010
Teacher Education Scholarship Program
2009
 Golden Key International Honour Society member

2009
University of Western Sydney Dean’s Merit List
2008 
Certificate IV frontline Management

2008
Certificate IV Customer Contact 
2006 
Senior First Aid Certificate

 2004 
Institute of TAFE student achievement award finalist

2004 
Western Sydney TAFE Campbelltown Facility Encouragement Award

2004 
Certificate IV in Fine Arts-1st place in course
2004 
TAFE Prize – Semi Finalist in annual TAFE Art Prize competition
2001 
NSW Police Citation- recognition of assistance to Police

2001 
Statement of Attendance Certificate in Interior Decorating- Central Coast Community  College.

2000
Published newspaper article “Cops Laughing”. Fairfield Advanced
1999
 Published newspaper article “Death metal’s lesson in life”. Fairfield 
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