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WORK CAREER PROFILE

A proactive Professional with extensive expertise in administration/governance compliancy and customer service in various sectors of business – (NFP, Local Government, State Government and Private Business).  I have proven ability to achieve corporate objectives and have developed and implemented solutions to optimise team performance, gain stakeholder support and deliver strategic business goals. Able to motivate people and help each individual be the best they can be, I am confident working autonomously and within a team.  A strong communicator across all levels in workplace environments and, very passionate about the aged care sector.

	· Strong finance and accounting skills.  Strong analytical, quantitative skills and attention to detail to manage a small finance area.  Worked closely with SFO & CEO in constructing the best decisions for an organisation.
· Detailed understanding of human resources - recruitment, contracts, induction, performance reviews and all necessary HR procedures.
· Comprehensive awareness of stakeholder requirements and business effectiveness: Solid analytical ability; consistently contributing to service enhancements, productivity and performance improvement. Drive efficiency and cost management results through effective communication with internal and external groups. Championing continuous learning as cornerstone of change management to create employee development plans for reward and recognition program. Strong governance and compliancy background to adhere to government regulations.
· Sound judgement, problem solving and organisational skills - Respected for calm approach under pressure. Work well within the challenges of changing priorities and adhering to strict deadlines.  Perceptively assess a variety of situations and confidently making critical decisions. 
· Create trust, mentoring and camaraderie. Provide intelligent, consultative advice and support for personnel, management, clients and various other stakeholders internally and externally.Key Performance Areas
· Strong finance and accounting skills
· Interpretation and application of government acts and  legislations
· Negotiation, Influencing & Consultation
· Skilled Leader and Manager
· Innovative and provide total dedication to completing  projects
· Successful Project Manager
· Firm commitment to ensuring the Safety and Health of personnel above all else



· An articulate communicator with a perceptive understanding of human behaviours. Confident interpersonal abilities to be able to establish valuable rapport within diverse and often challenging circumstances with a wide range of people from various socio-economic backgrounds. 

EDUCATION / QUALIFICATIONS

	· Masters in Business Management (MBA), Australian Institute of Business – August 2017  - Current
Completed Subjects: Marketing Management / Operations Management / Strategic Human Resource
Management and Leadership (MBA- Ongoing)
· Certificate in Corporate Finance & Governance completed with the AUSTRALIAN INSTITUTE
 of COMPANY DIRECTORS  - 2015
· Diploma of Business Management & Accounting (Bookkeeping), Business Institute NSW – 2008
· Business Management & Introduction to Psychology, TAFE Liverpool – 1987 to 1989
· Secretarial Studies Certificate, TAFE Liverpool – 1980

Programs:
· TRIM (Electronic Record Management System)
· Tech 1 (finance & procurement) software program
· DataWorks(Electronic Record Management System)
· Pathway (Customer Request Management System)
· IMIS (Electronic Record Membership System)
· iManage 
· MYOB
· Alayacare (rostering/finance & records program)

Courses: 
· 2021 First Aid & CPR Training
· 2017  Colin James Method – Mastering Communications Workshop.
· 2016  2x day Program lead by Andrew O’Keeffe, author of Hardwired Humans and The Boss on the implications
               of our social instincts in leadership of organisations.
· 2015   Residential Care Management Certificate – 4 days
· 2015   Annual IMIS Conference – Attendance (5 years in a row)
· 2014   Statement of Attainment – Provide First Aid – Integrity First Aid Training – 2 days
· 2013   WHS Refreshment Training – 1 day
· 2012   WHS Training Certificate – 4 days
· 2010   MYOB Training Course – 1 day

Member of the following Committees:
· Member of the Southern Highlands Chamber of Commerce (2019 – 2020)
· Secretary of the Trustees Committee Aged Care Services (TCACS) – Sydney Catholic Archdioeces
· Chairperson of the Residential Aged Care Facilities & Residential Manager Meetings – Aged & Community
 Services NSW & ACT (ACS)
· Board Member of the Board & Regulatory Risk Compliance (BARC) company’s finance & governance meeting
       (held by 3 board of directors, Senior finance officer and ceo) – this was held monthly for (7 Years) - ACS
· Secretary of the Procurement Advisory Committee (PAC) (16 procurement managers from various aged care 
organisations) – (7 Years) - ACS
· Regional Advisory visits with aged care communities on various services (as required) - ACS
· Complete understanding of the principals & standards of the Aged Care Quality & Safety Commission (ACQSA).
· Network connections in state & federal aged care agencies for over 11 years during my ACSA and Local 
Government terms of employment






Board Member of Wingecaribee Adult Aged Care Community Centre - 2022

EMPLOYMENT HISTORY
AUSTRALIA RED CROSS
COMMUNITY PROGRAMS COORDINATOR FOR SOUTH WEST SYDNEY & SOUTHERN HIGHLANDS DECEMBER 2021 - CURRENT

· I coordinate volunteers who visit older people who reside in an aged care facility or live at home and receive home care package.  The program I manage is called Community Visitors Scheme and is Australian Government Funded.  I build partnerships between Red Cross and Aged Care Facilities who wish to be part of this scheme and work closely with our volunteers.  I coordinate and matching volunteers with residents who wish to be part of this program and receive visits.
· Monthly reporting against my KPIs for the areas of South West Sydney (Lower areas) & parts of Southern Highlands.
· Daily management of the CVS register on visits and reporting to the National CVS Director (Melbourne, Victoria).
· Daily updates on our work Database for Clients and Volunteers.
· Work mainly autonomously and with my team as required.
· Attend Interagency Group Meetings in South West Sydney & Southern Highland areas.
· Do quite a bit of travelling with this position.
· Being within the aged care sector for over 10 years; I have extensive experience in building rapport with staff members in ACFs and co-workers.
· Complete understanding of recruitment and induction of staff/volunteers.

AGED CARE SECTOR – NDIS / HOME CARE PACKAGES
WORKFORCE COORDINATOR FOR ANNECTO MARCH 2021 TO DECEMBER 2021

· Recruit Support Staff across Sydney within the NDIS Scheme & Home Care Packages (My Aged Care)  – Assisting our vulnerable aging population who as Clients, have choices to receive care whilst achieving their goals in their later life in the comfort of their own home.
· Organising shifts for the support staff across Sydney.
· Discuss with Clients on a daily basis their needs and link / organise specialised services.
· [bookmark: _GoBack]Discuss with family member’s type of care plan which best fits the client’s choice.
· Managing personnel records, administration and compliancy registers for all support staff.
· Keeping a COVID test register for all support workers / staff.

ADVANTAGED CARE – AGED CARE FACILITY
ADMINISTRATION / GOVERNANCE DUTIES – SEPTEMBER 2020 – JANUARY 2021

BITOLA KAFE BOWRAL
OWNER OF CAFÉ IN BOWRAL -  NOVEMBER 2018 – JUNE 2020

CATHOLIC ARCHDIOCESE OF SYDNEY
 MANAGING, ADMINISTRATION OF PROCESSES FOR AGED CARE SERVICES, APRIL 2018 – SEPTEMBER 2018

· Employed by the Catholic Archdiocese on a Contract.
· Managed obo of the Trustees Committee of Aged Care Services (TCACS) with Four Aged Care Facilities and 7 Retirement Villages owned by the Archdiocese of Sydney.  On all administration, governance, policies/procedures and complaints.  Investigated issues.  Provided reports to the Parish Priests, Advisory Committees and Management on quality standards within the governance spectrum of aged care facilities.
· Coordinate, compiled and organised Corporate Meetings.
· Interpretation of aged care legislative reforms to the Managers of the aged care sector of the Archdiocese.
· Provided current aged care updates to the Managers of the aged care sector.
· Assisted in the sale of 2 aged care facilities.
· Assisted in the Accreditation of Facilities with the Australian Aged Care Quality Agency (AACQA) and Department of Health (DOH).
· Have a comprehensive understanding of the state and federal aged care funding/assessment instruments and care standards.
· Attended NCAT Hearings obo the Catholic Archdiocese regarding property matters associated with one of their retirement villages.


AGED & COMMUNITY SERVICES NSW & ACT – NFP AGED CARE COMPANY
 OFFICE/OPERATIONS MANAGER (CORPORATE SERVICES), MARCH 2010 TO NOVEMBER 2017

· Managed the following corporate service areas:
· Business reporting on governance & finance framework;
· Finance and Payroll;
· Human Resource (Recruitment of all staff);
· Policies &Procedures;
· Procurement;
· Governance Compliancy & Government Regulatory Reporting Requirements;
· Manage Membership Database (IMIS);
· Fleet of 8 company cars;
· IT / Telecommunication & Database infrastructure;
· Housekeeping and Reception;
· WHS compliancy;
· Operational & Ad-Hoc Projects.
In Detail
My responsibilities were as follows:
· Membership applications/profile and consistently updating membership database, membership files and annual membership fees.
· Interpretation of organisational Policies and Procedures.  Initiated and participated in Continuous Quality Improvement (CQI), this included the development of a staff / performance reviews and induction procedure.
· Managed in the recruitment of new staff.
· Part of the management team in interpreting aged care reforms on state and federal level in preparation for our 300+ aged care organisation members across NSW & ACT.
· Implemented new human resource infrastructure for the organisation, including change management, career development programs and employee work life balance.
· Research, development and presentation of current WHS news for the ‘Work Health and Safety & Industrial Relations Newsletter’ distributed to members bi-monthly.
· Manage WHS Framework for the organisation; Completed WHS Training and a Health Safety Representative (HSR) for the organisation.  Conducted annual WHS inspections and table the WHS Report to the Board of Directors.
· Worked closely with SFO to coordinate and produce monthly financial report to Business & Risk Committee (BARC). Have attended BARC meetings for 7 years. Interpretation of the organisation’s monthly profit and loss, which included several state government funded projects, professional development cost centres, and the consultancy cost centre’s profit and loss sheets. 
· Managed my own area’s Budget.
· Annual Audit – Coordinated the Audit working closely with external Auditors from start to completion.
· Overall Organisational Budget - worked together with the senior finance officer and each senior manager’s annual budget.
· Authorise payroll for NSW, ACT and Tasmanian staff.
· Authorised delegations for all purchases.
· Committee Member for the Procurement Advisory Committee (PAC). A committee made up of 15 Procurement Managers from various NFP Members within the aged care sector, who meet bi-monthly and negotiating with top-end aged care suppliers/other affiliated businesses in validating best deals for our large and smaller rural and remote members.
· Maintained 8 company vehicles and the necessary processing of purchasing and selling vehicles as per our motor vehicle policy.
· All government regulatory reporting - working together with CEO in compiling all necessary governance and legal paperwork in the process of adopting a new Constitution and becoming a Company Limited by Guarantee – 6 month process.
· Manage the annual Board of Directors Election as per the Australian Electoral Commission (AEC)
· Organised Agenda/Minutes and follow up tasks for the Annual General Meeting.
· Interpretation of our Risk Management Framework; Strategic Plan; Quarterly Business Plans and Annual Reports – have a thorough understanding of all Governance requirements for a healthy functioning organisation.
· Managed and coordinated project for the upgrade of IMIS Database (Electronic Records Management System) and integrated other programs; managed new Webpage Development and the upgrade of the Telecommunication and IT infrastructure.
· Managed all IT infrastructures and authorised all maintenance and purchases of IT equipment.  Attended annual IMIS Conferences.  Introduced bi-monthly IMIS Key User Group Meetings for specific staff from each business area to benefit and become confident IMIS key users.
· Managed all security / housekeeping (operations) and reception area.
· Lead a team of four staff to maximise the best from each team member in supporting their development within their positions’. I also was involved in developing the Performance Review Form for all staff; this became a mandatory task for all managers to complete a performance review for each of their staff on their anniversary date.
· Successfully completed a Project (6 month timeframe).  Re-located to a new office in a Mirvac Business Building.  Within this project negotiated Lease Agreement, worked closely with the construction manager in managing the renovations in the new building; planned telecommunication & It Infrastructure.  Organised the whole move from one office to the new office.  This was successfully completed within the set timeframe and budget.
· Assisted the wind-up consultants for the NSW & ACT Office.  Preparing all states to enter into becoming a new entity as a National Company – This task involved dealing with Lawyers, ASIC, ACNC & Fair Work Commission.  Submitting governance required application forms to end one entity and start up a new business entity; representing ACS at FWC Hearings to deregistering NSW Company and register the National Company.

STRATHFIELD MUNICIPAL COUNCIL (LOCAL GOVERNMENT)
 GOVERNANCE MANAGER – CORPORATE SERVICES BUSINESS AREA, APRIL 2007 TO NOV 2009

· Rolled out and project managed the implementation of DataWorks (Records Management System) for the whole organisation – 1 year project (part of the new IT Infrastructure improvement).
· Managed the Records, IT, Procurement Areas within Corporate Services and also Liaison Officer to the Mayor and Councillors.
· Coordinated and produced the Council Business Paper for Council Meetings. 
· Liaison Officer between rate payer correspondence to the Mayor and Councillors and making sure all correspondence was relevant to all enquiries.
· Initiated a Sister City Project between Gloucester Shire Council and Strathfield.
· Conducted annual corporate governance health-checks which complied with the Fair Work Ombudsman requirements.
· Coordinated the annual report.
· Have a good understanding of Pathway (Customer Request Management System) and Tech 1 (Finance & Procurement Software Program).

LIVERPOOL CITY COUNCIL (LOCAL GOVERNMENT)
 CORPORATE SERVICES OFFICER, FEB 1999 TO AUG 2006


Worked in various positions - Strategic Research (part of the General Manager’s Portfolio) & Corporate Services & Finance Areas
· Co-ordinated and produced the Quarterly Business Management Reports for all business areas coordinated with a committee the Annual Report for several years.
· Co-ordinated and produced the Council Business Paper for the council Meetings and all the necessary processes before and after the council meeting; I was also the main minute taker at the council meetings.
· Part of the Key User Group in implementing TRIM (Records Management System) for the Council.
· Health & Safety Officer (part of the “then OHS team” conducted inspections for all Council owned Child Care Facilities).


MAC’S ELECTRICAL (ELECTRICAL PRIVATE BUSINESS) 
 OWNER & DIRECTOR OF COMPANY, SEP 1990 TO DEC 1998



NSW OMBUDSMAN’S OFFICE (NSW STATE GOVERNMENT) 
 ADMINISTRATION, JUL 1982 TO FEB 1990
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