




RESUME



NAME:				Andrea Rae

ADDRESS:			St Hubert’s Island, NSW

TELEPHONE:			0411 562 755

EMAIL:				andrea.rae@biocel.com.au

EDUCATION:			Vermont Secondary College
				Successfully completed Year 11
				Whitehorse College of TAFE
				Business Certificate
				University of Newcastle
				Certificate III Aged Care

ADDITIONAL COURSES:		Introduction to DOS
				Introduction to Pagemaker
				Introduction to Word 4 Windows
				Advanced Microsoft Word 4 Windows
				Introduction to Microsoft Project 4.0
				Introduction to Microsoft Powerpoint 4.0
				Introduction to Microsoft Excel 
				Introduction to Microsoft Powerpoint
				Introduction to Microsoft Word
				Advanced Microsoft Word
				Train the Trainer
				MYOB AccountRight Enterprise v.19.9

LEISURE INTERESTS:		Walking
				Fishing
				Cooking
				Dining
				Travel
				Pets 

COMMUNITY WORK:	Providing voluntary ‘Pets as Therapy’ service to aged care facilities, primary schools and community groups both on the Central Coast and New Zealand.

	Active voluntary member of ‘Days for Girls’, a global movement that meets weekly to prepare and distribute sustainable solutions to third world countries.









CAREER OBJECTIVE:

Ideally, I am seeking a position of Executive Assistant/Office Manager/Administration in a strong customer service environment, which will utilise my strong organisation and technical ability, computer literacy and highly developed interpersonal and communication skills.

SKILLS & CAPABILITIES:

· Significant and varied administration and executive assistant experience at senior management level both in public and private sectors

· Proficient computer literacy in Microsoft systems and MYOB Accounting

· Accustomed to organising travel arrangements, functions and co-ordinate corporate events and management meetings

· Ability to co-ordinate tasks, set priorities and meet demanding timelines in a pressured and changing environment

· Ability to produce clear and concise reports and correspondence to meet agreed timelines

· Excellent communication and organisational attributes

· Strong interpersonal attributes, able to liaise at all levels both internally and externally

· Self-motivated and able to work without supervision

· Reliable, hardworking and loyal

COMPUTER LITERACY

· Microsoft Word
· Microsoft Powerpoint
· Microsoft Excel
· Microsoft Outlook 
· Microsoft Internet Explorer
· MYOB AccountRight Enterprise v.19.9














EMPLOYMENT HISTORY

2001 – 2018

NATURE VET PTY LTD/BIOCEL AUSTRALIA PTY LTD, GLENORIE

Pharmaceutical and Nutraceutical Companies manufacturing for the health and wellbeing of both the human and animal market.

Nature Vet - Executive Assistant 

Reporting to the Marketing Executive 

· Co-ordinating correspondence 
· Written reports
· General Administration
· Prepare reports
· Co-ordinate and facilitate meetings in house and external
· Planning and facilitation of corporate functions both internal and external

[bookmark: _GoBack]Biocel Australia – General Manager

· Customer Service
· Marketing
· Sales
· Database entry
· Invoicing
· Despatch
· Accounting
· Stock control
· Bank reconciliation
· Consult with external Accountants
· Manage on road representatives
· Calculate commission and pay wages














1999 – 2001

FIRST NATIONAL REAL ESTATE, TERRIGAL
Real Estate

Office Manager

Reporting to the CEO

· Prioritise daily and long-term schedules for the CEO
· Effective management of daily schedules for Sales Personnel and office staff
· Responsible for all accounting including, banking, petty cash and calculation of commission 
· Processing of expense claims
· Diary Management
· Co-ordination of meetings and minute taking
· Co-ordination of weekly publications with local newspapers
· Consulting with clients




