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	Employment History	Currently since February 2017 to date
Student Accommodation Services,  Accommodation Officer, University of Sydney
· Room and building inspections – including start and end of tenancy inspections and cleaning inspections
· Manage maintenance requests – including inputting requests on Archibus and updating progress on StarRez maintenance portal
· Follow up maintenance issues and disputes
· Issue warning letters to students
· Issue rental reference letters to students
· Conduct house meetings for dispute resolution amongst housemates
· Process invoices for Student Accommodation Services
· Explain rent statements to students
· First point of contact for students and prospective students with accommodation enquiries
· Prepare and send pre-arrival information to students prior to check in
· Organise and conduct bulk check in sessions for students
· Organise induction sessions for students when they check in, including training for emergency procedures
· Check students enrolment status on Sydney Student
· Prepare Residential Agreement Acknowledgment for students before check in
· Assess students application and assess eligibility when sending out of term offers
· Manage inventory for furniture in University owned housing on main campus
· Maintain keys for University owned housing
· Liaise with Campus Infrastructure Services (CIS) regarding maintenance issues on a regular basis
· Allocate rooms for Casual stays at Camden campus 
· Answering enquiries and provide advice for on-campus and off-campus accommodation from students, staff, accommodation operators and other and external stakeholders through e-mail, phone, face to face and Freshdesk 
· Liaising with internal and external stakeholders
· Assisted in Open Day and Info Day


May 2016 – January 2019
Campus Infrastructure Service (Cumberland), Campus Assist Officer
· Reception/front counter  
· Set up and set down rooms for exams
· Provide building access for staff, students, contractors and visitors
· Process maintenance request through Archibus
· Organised events/functions
· Maintained and organised Key watcher access for contractors
· Processed Invoices, mail charges, journal transfers
· Updated information for intranet/internet 
· Mail sorting, Delivery and distribution, interstate courier
· Ordering stationary
· Ordering and processing and Invoicing of Dry Ice order for the Uni

May 2014 to May 2016
Office of the Vice Chancellor & Principal, Receptionist and Administrative Assistant
· First point of contact for guest, visitors, academics, staff
· Oversee his diary for visitors and meetings
· Catering and set up for luncheon/breakfast/meetings
· Organise parking for visitors and diplomats
· Answering inquiries and redirect phone call within the VC office
· Maintain asset records of equipment
· Manage spendvision and support the process of acquisitions for direct reports
· Assist VC EA and Chief of Staff with various projects Admin duties
· Maintain an accurate register for all correspondence entering/leaving the VC office.
· Dealing with urgent day to day task
· Processing Invoices, preparing relevant papers new staff access
· Process important paper from General Council office
· Ensuring the security of the office by reporting any incidences to Campus Security.
· Send out invitations for VC dinner and monitor RSVPs
· Organise catering, menu, flowers for the residence function
· Organise name cards for the function

January 2009 – May 2014
Campus Infrastructure Service (Cumberland), Campus Assist Officer
· Reception/front counter  
· Set up and set down rooms for exams
· Provide building access for staff, students, contractors and visitors
· Process maintenance request through Archibus
· Organised events/functions
· Maintained and organised Key watcher access for contractors
· Processed Invoices, mail charges, journal transfers
· Updated information for intranet/internet 
· Mail sorting, Delivery and distribution, interstate courier
· Ordering stationary

August 2002 to December 2009
Health Sciences Library (Cumberland), Secretary to Health Sciences Librarian
· Secretarial duties to the Librarian  
· Attend meeting with internal stakeholders
· Oversee his diary for visitors and meetings
· Organise meetings
· Answering inquiries 
· Maintain asset records of equipment
· Manage spendvision and support the process of acquisitions 
· Dealing with urgent day to day task
· Processing Invoices, preparing relevant papers new staff access
· Request building access and keys for new staff
· Processed Invoices and journal transfers
· Updated information for intranet/internet, CMS
· Ordering stationary
· Process and check staff time sheets
· Help at Circulation and front desk when required.

August 2000 to July 2002
Faculty of Nursing (Mallett Street) Postgraduate officer
· Processing applications
· Front Counter
· Organise Enrolment Day
· Organise Graduations
· Day to day Administrative work
· Post Office runs daily
· Maintain spread sheets of offers

August 1988 to August 2000
Faculty of Nursing (Cumberland Campus)
· EA to Head of School
· Secretarial duties to the Head of School  
· Attend meeting with internal stakeholders/students/Academics
· Organise meetings
· Answering inquiries 
· Maintain asset records of equipment
· Manage spendvision  
· Dealing with urgent day to day task
· Processing Invoices, preparing relevant papers new staff access
· Request building access and keys for new staff
· Processed journal transfers
· Updated information for intranet/internet, CMS
· Ordering stationary
· Daily to day dealing with students
· Mail pick up and postage
· Type and prepare lectures documents for lectures
· Organise document for clinical placement for nursing students
· Organise pagers for external supervisor 

March 1988 to July 1988 – Temporary Position
Health Sciences Library (Cumberland), Library Assistant
· Front Desk – Check in/ check out of books
· Book shelving
· Answering student enquiries
· Maintenance of computers, photocopiers and printers
· Look after study room bookings
· Liaison with librarians with student workshops



	Transferrable Skills
	 

	
	Communication
· Advanced writing skills for e-mails and letters
· Confident in hosting presentations and induction sessions
· Ability to gather data and write reports that are presented in meetings
· Confidently organise and act as secretary in meetings with internal stakeholders
· Excellent interpersonal skills; able to effectively liaise with colleagues, students and external parties

Computer Skills
· Proficient in Microsoft Office and Microsoft Outlook
· Current usage of StarRez, Sydney Student, Archibus 
· Content Management System
· Spenvison 
· Gallagher
· Mail-It
· Hyperion
· Millennium
· Innopac
· Ability to pick up new systems easily

Personal Attributes
· Able to prioritise tasks to ensure deadlines are met
· High attention to detail; strong organisational skills
· Able to adapt to change in the work environment
· Able to implement new practices to streamline current office practices
· Able to build and maintain positive relationships with colleagues and students

	
	

	Staff Development	2018
Module 1 – Journey of self-discovery (cultural competence)
Module 2 – What do you mean by “cultural competence”
Module 3 – Racism runs deep (cultural competence)
Module 4 - Know your word. See my world (cultural competence)
Module 5 -  Sydney and Aboriginal self-determination (cultural competence)

2017


2016
CIS Riskware Training
CIS New Starter Awareness training
Faculty of Health Sciences Automated External Defibrillation
Reporting Wrongdoing (online Module) Training
Policy framework
Discover the University of Sydney – Orientation online
Delegations of Authority
Work Health & Safety Induction
Code of Conduct (online module)
Dealing with Difficult People
Customer Service Excellence Course
Back to Basics Manual Handling course

2014
Emergency Warden 
Work Health and Safety Induction
Charles Perkins Centre Research and Education hub workplace induction
Charles Perkins Centre Research and Education hub workplace induction -general


	These are all my work experiences in India

	
1982 – 1987		
Secretary/Telephone Operator
RSI India Private Limited (Export Company)

1979 – 1982		
Secretary
Orr Dignam (Advocates & Solicitors)

1977 – 1978		
Clerical Assistant
Sun Enterprises Pty. Ltd.

	Education
	Loreto Day School (India)
		
High School Certificate

Loreto House (India)
Certificate Secretarial Course - one year F/T
	
Bankstown TAFE (1988)

	
	

	
	



