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SKILL SUMMARY

· Experience as a caregiver working in both Home Care and Nursing Home conditions
· Accounts payable, receivable, payroll, PAYE Tax, Group tax
· Extensive Administration experience, advanced computer skills, telephone skills and general office skills
· Experience as a Branch Accountant
· Treasurer/ Secretary for Kingfisher Playgroup including Human Resources
· Experience as a Thoroughbred Stud Manager
· Extensive Customer Service skills
· Eye for detail, excellent communication skills, professional disposition at all times

EDUCATION 

	· Cert IV Disability
	· First Aid Certificate

	· Cert III Aged Care
	· Police Check

	· Cert III Education Support
	· Manual Handling Certificate

	· Advanced Diploma of Business (Accounting)
	· Bronze Medallion (Current Volunteer Lifeguard)



RECENT CARE EXPERIENCE

Peninsula Villages and Hostel 										  2018 - Current
· Full personal care elderly, aged and dementia
· Transport to appointments
· Medication administration
· Assist with wound care
· Communication with relatives, carers and doctors
· Reporting and updating care documents

Coast Care (Home Care) 										      2017 – 2018   
· Personal and domestic caregiver – elderly & disabled care  
· Full personal care
· Domestic care – shopping, washing, cooking, cleaning and companionship    

Home Instead Senior Care (Home Care) 								      2014 – 2018     
· Personal and domestic caregiver – elderly & disabled care
· Full personal care
· Housekeeping – shopping/transporting to appts, washing, cooking, cleaning and companionship

Aubrey Downer Orange Homes 									      2015 – 2016  
· Personal caregiver – Low/medium care dementia and aged care hostel
· Full personal and emotional care
· In-house housekeeping - washing, cleaning, cooking, laundry, bed making
· Lifestyle Activities
· Continence, Nutritional and Mobility care
· Administer medications
· Change dressings
· Observe and record changes in residents and their daily activities
· Complete and submit paperwork as required
		
Umina Public School 											      2011 – 2014
· Volunteer Teacher's Aid
· Reading & Literacy Groups 
· Assisting Teacher's with general classroom activities
· Canteen Assistant

PREVIOUS OFFICE EXPERIENCE

Kingfisher Playgroup - Treasurer/Secretary									     2010       
Non-profit playgroup, run by volunteers (30 registered families)
· Contact person for new members
· Produced and distributed quarterly newsletter
· Liaising with Playgroup QLD for licenses, grant applications and any other legalities
· Organizing activities for children and caretakers
· Organizing any conflict resolutions
· Fundraising and allocation of monies received

    Eales Racing – Stud Manager                   								       2007 - 2010
· Total care of yearlings and retired/resting racehorses
· Managing movement of horses nationwide
· Re-education and on sell of retired horses.
  	

[bookmark: _Hlk106044796]Mack Trucks Pty Ltd - Assistant Accountant/Branch Accountant						       2004 - 2006
· All accounts through to Balance Sheets (all computer based)
· Month End and Year End
· GL reconciliations
· Product/ Job costing
· Costings of Trucks
· Relief reception
· Accounts payable and receivable
· Liaising with customers and all Mack Truck personnel

Sargent’s Pty Ltd - Assistant Accountant 								       2001 - 2003
· Accounts through to Balance Sheets
· Month End and Year End procedures
· Product/Job costing
· Item maintenance
· Payroll – micropay
· Management reporting
· BAS statements (all computer based)
· Production reports
· Stock take – counting collection and balancing
· GL reconciliations
· Asset register maintenance
· Relief reception

REFERENCES

	Lyn Riviera
Co Worker/contractor
Peninsula Villages
0439 687 499
	Gail Spicer
Former co-worker
Home Instead Senior Care
0404 535 858




