Email: felicity_mcmillan@live.com.au
Mobile: 0404 477 995
Felicity McMillan Resume
CAREER GOALS:

To continue to work in the aged care industry. 
EDUCATION/QUALIFICATIONS:
Qualification:
Certificate III Individual Support (Ageing)

Institution:

ARC Training

Dates:


July 2019 to January 2020

Qualification:
Debt Collection Certificate III 

Institution:

Impact Training

Dates:


2011 to 2014
Qualification:
Office Administration Certificate II

Institution:

Australian Training Company

Dates:


2003

Qualification:
Higher School Certificate

Institution:

Evans High School

Dates:


2001

WORK PLACEMENT:

Facility:

Southern Cross Care, Plumpton

Dates:


January 2020 to February 2020
EMPLOYMENT HISTORY:
Position:

Assistant Care Manager

Company:

Sue Mann Nursing & Community Care

Dates:


January 2022 to Present

Duties:


· Wound Care

· Palliative care and dementia

· BP and BGL monitoring

· Insulin monitoring and administration

· Client reviews

· New Admissions

· Budgets

· Liaise with clients

· Continence aids ordering
Position:

Support Nurse/Team Leader
Company:

Sue Mann Nursing & Community Care

Dates:


August 2020 to December 2021
Duties:


· Personal Care including showering, dressing and meal prep

· Wound Care

· Experience with palliative care and dementia

· BP and BGL monitoring

· Insulin monitoring and administration

· Experience with catheter and colostomy care

· Experience with client reviews

Position:

Individual Support Care - Ageing

Company:

Southern Cross Care – St Francis

Dates:


March 2020 to August 2020
Duties:



· Assisting with personal care, including showering, dressing, toileting, feeding, cleaning and ADL’s

· Palliative Care

· Experience with Dementia Residents

· Use of stand up and hoist lifters

· Emotional and social support

· Reporting and documentation into Autumn Care
Position:

Administration/Accounts Support

Company:

CPS Plumbing & Civil Pty Ltd
Dates:


October 2016 to February 2020
Duties:

· Answering incoming calls

· Banking

· Filing

· Stationary Orders

· General Administration Duties

· Accounts Payable

· Organizing Travel Plans for the Director

· Booking Hotels and Transport for the Director

· P/A to Director

· Registration & Insurance for Company Vehicles

· Booking Services for Company Vehicles

· Entering Invoices into MYOB

· Processing Payments in MYOB

· Signing up Apprentice’s 

· Processing Payroll with Xero
Position:

Administration Support

Company:

Cystic Fibrosis NSW

Dates:


March 2015 to October 2015

Duties:


· Answering incoming calls from CF clients and their families

· Banking and Processing credit card payments

· Updating and Maintaining Salesforce Database

· Filing

· Stationary Orders

· Supporting Events and Services Team

· General Administration Duties

Position:

Administration/Accounts
Company:

Commercial Credit Services

Dates:


June 2011 to January 2015
Duties:

· Answering incoming calls from debtors

· Daily Banking and Credit Card payments

· Reports to clients weekly
· Preparation of Legal Files
· Deal direct with clients on daily basis

· Customer Service

· Filing

· Debt collection
· Bank Reconciliation
· Accounts Payable & Receivable

· Use of MYOB, Xero and Wintergrate
Position:

Bar Attendant

Company:

National Workforce

Dates:


May 2011 to August 2011

Duties:

· Serving Beverages/Food

· Corporate Boxes

· Cash Register
Position:

Receptionist/Accounts

Company:

Headwear Stockist NSW

Dates:


23 March 2010 to May 2011

Duties:

· Answering and directing all incoming calls

· Data Entry

· Invoice runs

· Chasing Debtors

· Banking

· Filing & Faxing

Position:

Telephonist

Company:

Allied Express

Dates:


October 2005 to February 2006

Duties:



· Customer Service

· Data Entry
· Taking Bookings

· Tracking Deliveries
Position:

Payroll Officer/Receptionist

Company:

Skilled Engineering

Dates:


November 2004 to January 2005

Duties:



· Data Entry of Timesheets

· Sign up new employees

· Answering and directing incoming calls

· Customer Service

· Filing

Position:

Receptionist/Office Administration

Company:

Precise Financial Services

Dates:


March 2002 to November 2004

Duties:

· Use of MYOB, Handisoft, Cashflow Manager & Invoice 

Manager Software

· Lodgment of Tax Returns & BAS with ATO

· Banking

· Preparation of Invoices

· Typing Letters

· Answering and directing incoming calls

· Filing & Faxing

Position:

Receptionist

Company:

Precision Profiling

Dates:


February 2002 to March 2002

Duties:



· Answering Calls

· Invoicing

· COD Accounts

· Dispatching Orders

· Ordering Stock

· Mailing/Filing

· Banking

Position:

Cashier

Company:

Franklins

Dates:


2000 to 2002

Duties:

· Cash Register

· Packing Shelves

· Customer Service
REFERENCES:

Available on request.
