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Versatile and adaptable professional with extensive experience performing a multitude of financial, insurance and administrative tasks. Looking to further develop my skillset learnt within the corporate industries to deliver world class service and care to residents. 

Employment History; 

DHL Supply Chain Australia
Credit Analyst – March 2019 – Current 

DHL is the worldwide leader in Supply Chain Distribution with a key focus on quality Customer Service. Responsible for collection of receivables, account reconciliation and order control for over 5000 NSW Public and Private Hospitals, pharmacies and health services with a combined monthly net worth in excess of $10 Million dollars.

· Establish and maintain credit lines for new and existing accounts for Global Pharmaceutical companies, Public and Private Hospitals, HealthCare providers, their customers and patients
· Consistently analyze credit limits determined by leading Global Pharmaceutical Companies within Australia and Asia Pacific 
· Minimize losses to company by maintaining delinquency levels under 1%
· Execute Business-to-Business collections of assigned accounts through internal processes
· Provide comprehensive weekly and monthly reports to all levels of Management both internally and externally
· Proficient with Oracle, Microsoft office 2000(Excel/Word/Access) and Oracle Cloud.
· Negotiate new repayment schedule for customers experiencing cash flow restraints 
· Maintain relationships with key departments within the NSW and Australian Healthcare system
· Provide proposals for legal representation, where required
· Resolve client disputes and issues, resulting in high customer satisfaction 
· Manage and maintain relationships across multiple departments to ensure accuracy and completion of key performance targets 
· Continued knowledge and understanding of Healthshare policies and processes for account processing
· Excellent verbal and written communications skills
· Ability to work autonomously or within a fast-paced team environment 
Risk and Security Management 
Senior Mercantile Administrator | January 2017 – February 2019

Risk & Security Management is a leading professional service specializing in all aspects of debt recovery and legal processing within National finance industries. Handled day-to-day administration and managerial duties for NSW Mercantile Collectors. Demonstrated successful training of internal staff and an exceptional professional relationship with National Clients. I became a Certified Justice of the Peace which benefited the organization in the undertaking of daily tasks. 

· Planned, developed, and implemented internal company procedures and processes of Administration tasks within field services NSW department
· Effectively trained internal staff on Legal procedures and diverse divisions of Australian Law 
· Actively managed the end to end administration of process serving from Debtor Companies and reported to Head of Field services
· Concisely drafted and signed State Court documents as an administrator and Justice of the Peace, which were served to nominated parties set within legal contracts
· Provided positive customer experiences by listening to, and resolving within timely manner all queries relating to reports, deadlines and updates

Ashley Services Group- National Institute of Training Division
State Administrator | January 2016 – Dec 2016 (Contract Role)

Ashely Institute of Training is a Nationally recognized registered training organization which focuses on the upskilling of employees by the employer.  Responsible for the management and maintenance of data reconciliation and inaccuracies reported by NSW State Training packages.

· Analyzed reports generated by NSW State government, detailing inaccuracies of data reported on student training, completed units and certificates of completion
· Coordinated with managers and supervisors to identify and implement required training needs for correct data to be uploaded into State government portals for payment
· Developed skills and identified training needs as a result of reports sent by governing bodies
· Answer all enquiries related to training and data reported from the RTO
· Collaborated with State government authorities on contractual terms and regulations for training and up-skilling of employees
· Provided exemplary customer service in reference to rules and regulations pertaining to training. 
· Answered customer phone requests, directed visitors and customers and, provided additional points of contact as needed.


 Hollard Financial Services  
Senior Quality Assurance Officer – General Insurance Claims Division | July 2010 – Jan 2016
Hollard Financial Services is a global multiple entity Insurance Company with leading subsidiary divisions across Australia. Insurance professional offering a full comprehensive understanding of all aspects of general insurance currently on the market. Due to consistently exceeding management expectations, I was promoted to several positions of increased responsibility which enabled personal and professional development. Positions held within Hollard include; Lodgment Consultant, Home & Contents Client Manager, Motor Claims Client Manger, Recoveries specialist and then being promoted to Senior Quality Assurance Officer. 
· Created and implemented all QA processes and procedures within the home, contents and motor vehicle departments
· Researched automated testing solutions to assist with a streamlined and efficient claims process
· Worked with suppliers and investigators on maintaining high level of reporting and policy legislation
· Respond professionally to large volume inbound telephone and email inquiries from all customers, service providers and senior management 
· Assist with escalated incidents and dispute resolution via customers & agents
· Constant use of Microsoft Word, Excel, Power Point, and Outlook
· Receive and prioritize claims in excess of $100,000 for end to end portfolio management, including 2 years as recovery agent
· Responsible for learning products and staying up-to-date on new product or policy changes in accordance with ACCC, Australian Road Services and ASIC 
· Analyze and evaluate investigation findings/determinations with employers and State representatives, to determine proper case handling
· Initiate training and development of current employees, and provide on-boarding services to new staff members 






Ray White Realty- Mascot 
Receptionist/ Administrator | Jan 2007 – March 2010
· Excelled in role requiring a variety of day-to-day office support operations, with an ability to handle a variety of customer service issues and administrative tasks for the Real Estate.
· Welcome and greet all visitors and direct to appropriate conference room and/or office
· Manage front desk operations, including answering multiple phone lines, maintaining proper web-based customer information, and advertising.
· Created and maintained client database quickly and accurately in a fast-paced work environment.
· Co-ordinated filing system for the leasing and sales divisions and financial client portfolios
· Accepted rental payments from customers and distributed mail, packages, and confidential correspondence delivered to the front desk.
· Professionally handled delicate situations, such as: customer requests, banking, and complaints.
· Skilled when managing high volumes of diverse calls using an inbound phone system, project lists, administrative calendars and database.
· Refined proper bank records, including bank deposits as well as opening and closing totals.

Education and Qualifications 

· Current Certified NSW Justice of the Peace – 
· Certificate III & IV Individual Support (Ageing) and CHC43015 Certificate IV in Ageing Support
· National Police Check
· CHCSS00098 Individual Support Disability Skill Set
· Current White Card Holder
· Working with Children Check 
· Full NSW Licensed Driver

· Australian College Physical Education (ACPE). - 2012
· 1st Year – Bachelor's Degree Health & Movement Science

· TAFE NSW - 2007
· Certificate 1V – Property & Real Estate
 
· Emmaus Catholic College 2001-2006
· Higher School Certificate


Skills
	· Customer Engagement and Service
· Peer leadership
· Analytics
· Database Management
· Process Implementation 
	· Microsoft Office
· Administration
· Strategic Planning
· Customer Engagement and Service
· Debt Management
· Accountancy 




Personal Interests

	· History
· Marine Conservation
· Cinema


References: Available upon request
	· Nature and the outdoors
· Photography
· Sports
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