
PERSONAL RESUME
	Name
	Janet Margaret O’Connor


	Date of Birth
	30 December 1971
Sydney  NSW



	Address
	19 Railway Parade
Balmoral Village  NSW  2571



	Contact Details
	Mobile:
042 840 6283

Email:
janetmoconnor1@gmail.com


	Driver’s Licence
	Class 1A  NSW


	Working With Children Check Number
	WWC0274020E

Valid for paid and unpaid work

Expiry date: 08/05/2024


	Secondary Education
	Year 7 (1984) to Year 10 (1987)
Canterbury Girls’ High School



	Training Courses
	Statement of Attainment – Work with People with Mental Health Issues

TAFE NSW – 26 August 2022

Certificate III in Individual Support – Aged Care

TAFE NSW – December 2021

Statement of Attainment

Provide Cardiopulmonary Resuscitation

Provide Basic Emergency Life Support

Provide First Aid

Highlands First Aid and Corporate Training Solutions – 18/08/2020

(I am attending a refresher course on 30/08/2023)
Writing Basics for Writing Reports

2003

Acrobat 5.0 Introduction
Pollak Learning Alliance - 2003

Breakthrough Strategies for Women

2002

Local-e Internet Tools Training Program

LGov NSW - 2002

Implementation of the OH&S Act 2000 and OH&S Regulations 2001

Wollondilly Shire Council - 2002

Microsoft Access 97

MDS - 2001

Database Fundamentals

Macarthur Personnel Training Centre - 2001

Minute Taking

Local Government & Shires Associations of NSW - 2001

Certificate IV in Assessment and Workplace Training

Local Government & Shires Associations of NSW - 2001

Microsoft Frontpage 2000

2001

Basic Fire-fighter, Certificate of Proficiency

NSW Rural Fire Service – 2000

Marine Commercial Shipping Practice

OTEN – 1996

Introduction to PCs and DOS

Pollak Partners – 1989

Secretarial Studies

Bankstown Business College - January to November 1988



	Employment
	BaptistCare NSW & ACT
Southern Highlands

PO Box 1164

Goulburn  NSW  2580
2 April 2020 – currently employed
Position held:

· Care Service Employee, At Home
Responsibilites:

· Social support

· Transport

· Personal care

· Domestic assistance

· Respite care

· Medication administration

· Assisted/Unassisted shopping

· Involvement with the development of client care plans
Marist Hermitage Mittagong
843 Old South Road
Mittagong  NSW  2575
28 October 2019 – 1 April 2020
Position held:

· Cleaner

Responsibilities:

· Collecting and changing bed linen

· Cleaning and dusting rooms

· Cleaning bathrooms

· Vacuuming and mopping floors
· Cleaning windows
East Bowral One Stop Cleaning Services
Shop 11, Derby Street

Bowral  NSW  2576

21 March 2014 – 27 October 2019
Position held:

· Cleaner

Responsibilities:

· Cleaning duties at the Marist Hermitage, Mittagong

· Cleaning privately owned homes and holiday homes
· Collecting and changing bed linen
· Cleaning and dusting rooms
· Cleaning bathrooms
· Vacuuming and mopping floors
· Cleaning windows
· Supervising staff
Wollondilly Shire Council
62-64 Menangle Street

Picton  NSW  2571

19 March 2001 – January 2004

Position held:

· Administration Team Leader

Responsibilities:

· Act as Team Leader to support the Administration Team through the allocation of work and leadership.  The Administration Team consisted of a Property Planner, 2 Administration Officers, 2 Support Secretaries and an Administration Trainee.
· Recruitment and selection of staff.
· Developed and implemented processes and documentation for corporate administration activities and property matters.

· Maintained a corporate database of licences, leases, agreements, resolutions and documentation as required by legislation.
· Co-ordination, compilation and distribution of accurate meeting agendas and minutes as well as the distribution of information to Councillors, the General Manager, Directors and Managers.

· Attended meetings of Council for the purpose of minute keeping.

· Evaluate and develop corporate systems.
· Provide corporate support to the Organisation.

· Facilitate and co-ordinate meetings of word processing staff to enhance word processing activities.

· Weekly maintenance and updating of Council’s website.

· Identified capital works projects and the funds required for the operation of the Teams duties.

· Freedom of Information requests.

· Gundungurra Native Title work.

· Assessed team members competencies.
· Identified team members training requirements.

· Handled arrangements for the maintenance of Council owned property.

Liner Shipping Services Ltd

Level 2

46 York Street

Sydney  NSW  2000

December 1988 - 14 March 2001

Positions held:

· Assistant Manager – August 1995 to March 2001

· Secretary/Freight Clerk – December 1988 to July 1995

Responsibilities:

· Secretarial/stenographic related duties.
· Organisation of corporate functions.

· Dictaphone transcriptions.

· Data entry.

· Organisation of flight and hotel bookings and car rental.

· Preparation and lodgement of weekly newspaper advertising supplements.

· Liaise directly with Shipping Lines’ representatives on a daily basis.

· Handling of freight rate applications.

· Compilation of weekly/monthly written/statistical reports.

· Compilation of Trade reports for use at major freight negotiations.

· Formation of agendas for meetings.
· Attendance and minute taking at meetings with Shipping Lines’ and at annual freight negotiations with major exporting companies.

· Consolidation of numerical and graphical spreadsheets.

· Freight tariff corrections.
· Compilation of reports detailing information relating to all facets of Shipping Lines’ market activities.

· Undertake written correspondence with major exporting companies and Shipping Lines’.

· Decision making on issues relating to the commercial market of shipping.

· Assist Trade Manger with day-to-day related business issues.



	Interests
	My family, reading, gardening, cycling and painting.


	Personal Reference
	Carlie Hamilton

Care Facilitator

BaptistCare NSW & ACT

Telephone: number provided on request.

Ms Brenda Mullins-Jackson

Formerly Care Facilitator

BaptistCare NSW & ACT

Telephone: number provided on request.

Mrs Sue Ward
Supervisor
Marist Hermitage, Mittagong
Telephone: 0409 315 887
Mr John Sproule
Wollondilly Shire Council

Telephone: (02) 4677 1100



