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Michelle Savage

Career Objective

· To utilise and develop my wide ranging and diverse skills and work in a challenging role that strives to benefit the wider community.
Highlight of Qualifications and Personal Qualities

· Significant experience in office administration, data entry and maintaining databases. 
· High level stakeholder management skills, including a proven ability to negotiate agreement on a proposed direction with stakeholders
· Assertive, energetic, imaginative, and reliable. 
· Well-developed analytical and problem solving skills
· Ability to acquire new skills and thrive on new challenges
· Capability to quickly establish and maintain rapport with a diverse variety of people 
· Strong and genuine level of commitment, loyalty, and integrity
· Competent experience in the use of a wide range of computer software, including Microsoft Office including Word and Excel, and several customised computer systems, such as Justice Link

Employment Experience

Hearing Attendant/Hearing Support Officer (January 2002 – Present)
Guardianship Division

· Meet and greet clients attending Hearings and assist with any questions, advice, and support. This includes general public enquiries.
· Assist Tribunal Members with Hearing support, ensuring smooth processes are maintained.
· Typing of Orders and Reasons for Decision.
· Liaison with health professionals and other stakeholders relating to applications, Orders and Reasons for Decision.
· Organising travel and video conferencing for tribunal hearings.
· Collate reports and papers to distribute to Tribunal members in preparation for Hearings, including liaison with Tribunal members to arrange correct and prompt delivery.
· Contact relevant parties in preparation for Hearings.
· Preparation of summary reports and collating the relevant documentation for Tribunal Hearings for relevant parties.
· Update Hearing database systems daily.
· Maintenance and securing of equipment for Tribunal Hearings that are held in remote locations 
· Typing and checking of Orders and Reasons for Decision.
· Post Hearing enquiries from clients, carers, and medical professionals.
· Communicating with Tribunal members regarding the corrections and resending of Orders and Reasons for Decision.
· Liaison with other stakeholders including the NSW Trustee and Office of the Public Guardian.  
· Dealing with complaints and providing post hearing information for clients and co.

Data Entry Officer (October 2001 – January 2002)
Guardianship Division

· Processing new applications for all Guardianship Division matters
· Typing of notices and despatching legal documents to a variety of stakeholders
· Switchboard and reception relief 
· Distribution of incoming faxes and mail
· Logging and tracking of all Guardianship Tribunal cases
· Maintaining and updating a database of clients
· General administrative duties

Referees:
Ms Lisa Spence	Ms Geraldine Northcott
Registry Co-Ordinator                                  Senior Case Management Officer
02 9556 7600 or 0433 318 910                       02 9556 7600 or 0498 268 957


	- 1 -
