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[bookmark: _5x0d5h95i329]Michelle Matthews
[bookmark: _sbziogryzzql]237 Glenrock Parade
Koolewong NSW 2256
M: 0484 626339
sanmichel1965@gmail.com 
[bookmark: _inx73jfg7qti]EDUCATION
[bookmark: _jpv9v4b642w5]ET Australia - Cert III Individual Support, 2022 inc. Vital First Aid (22.2.22)
31 June – 19 September 2022 (120hr placement at Learning & Development, Peninsula Village, Umina)
Cardio pulmonary resuscitation., basic emergency life support and First Aid
Careers Australia - Diploma Counselling & Community Services 2016-17 (liquidated)
[bookmark: _eq4bd53zl256]Business Training Solutions - Business Management Diploma - 2011
[bookmark: _z77wt0bhqz7o]Vocational Inst., of Australia - Cert IV - Business (HR) - 2007
[bookmark: _66yc15ll8k2g]Imperial College, Knightsbridge, London, UK - Direct Marketing Diploma
[bookmark: _jbi4g0tfqgr0]Aylesbury College, Bucks, UK - Medical Receptionist Certificate
[bookmark: _5sh58lh512k2]KEY SKILLS
· [bookmark: _Hlk118708967]Occupational Health & Safety, First Aid
· Proven oral and written communication skills
· Sound judgement, reliable
· Team player, participate in working team
· High level time management and administrative skill including reporting
EXPERIENCE
[bookmark: _mu43qcboozqe][bookmark: _Hlk118709711]Peninsula Villages, Umina – Casual Aged Care Assistant, Pozieres House
31 June 2022 – 20 April 2023
· Bathe, dress, groom residents (i.e. lay-out, organise clothes and pads)
· [bookmark: _Hlk118709822]Assist with meals
· Free rooms from safety hazards
· Assist with mobility aids i.e. sara steady, stand-up lifter, sling-lifter etc.,
· Follow healthcare and behaviour plans, change dirty linen
· [bookmark: _Hlk118709960]Enter individual care into Manad-Plus i.e. bowel movement, bladder (SPC/IDC), personal hygiene, repositioning, observations (i.e. BP, Pulse, Temperature, Sp02, Resps), behaviours
· Report pressure sores, skin integrity or wounds, any signs of blood or falls to RN
Peninsula Villages, Umina – CSE Grade 2, L1 Pozieres House
19 September 2022 – 20 April 2023
· As above

Lifeline Shop, East Gosford - Volunteer Retail Assistant
29 January, 2021 – 29 January, 2022
· Work, Health and Safety: Manual handling, infection control, cleaning hygiene essential.
· Understanding customer needs, good quality service, measuring customer satisfaction
· Working with the public: greeting, serving, giving information, cash handling
· Building relationships: encouraging team members, increasing morale, diverse clientele
· Thinking creatively: dressing mannequins, floor layout, design
· Assessing and evaluating: working out value and importance of goods, calculating a price including quality and service of the item
· Researching and Investigating: Electronic goods, vintage clothing and jewellery, cookware, home decor, furniture
· Decisions/Problem Solving: working out the best solution, i.e. too much stock, soiled stock, B Graded stock to other stores.  
· Incoming telephone calls: Donations, local donated pick-up logistics. 
[bookmark: _25ksbxwbal7a]WorkCover NSW, Gosford - Senior Licensing Officer
[bookmark: _GoBack]July 2009 - July 2010 Contract positions in Human Resources, Business Assistance, Licensing Call Centre.
· Call centre liaison environment: answering phones within 2min., deadline.
· Data input: Construction Induction Certificates
· Filing and general administration: Processing paperwork
· Handling complaints: resolving conflict, raising them with Supervisor.
· Compliance: law, regulations, standards of OHS Act.
[bookmark: _qttiqnuhschn]WorkCover NSW, Gosford - Executive Assistant, Human Resources
June 2007 - June 2009
· Human resources system: Data inputting temporary/permanent contracts.
· Telephone system: Answering, redirecting, voice messages.
· Administration: filing, organisation, office stock/supply orders. 
· Negotiating conditions: sick/annual leave, rail/gym pass.
· Confidentiality: New position structures, engagements.
· Event planning and prioritising i.e. Staff Award ceremony, attention to detail.
· Keep knowledge up to date: Microsoft Office technology and business news/ideas.
· Scheduling of work and activities: Reports, Time/diary management, events, agenda’s, meeting minutes, programs and activities, as well as other’s work.
· Accounts system: Technology data inputting invoices, payment deadlines, reimbursement, petty cash.
[bookmark: _pwnp1k6vsbh1]INTERESTS
Furniture restoration, gardening, vegetarian cooking, sustainable living ideology.
REFERENCE	
Katrina Rufford, Hub Manager, Lifeline					0418 494307
Elissa, Pozieres House Manager						02 43 44 9199
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