TAMARA NEWMAN

PERSONAL DETAILS

Name:



TAMARA NEWMAN
Address:


88 WATKIN AVENUE

WOY WOY   NSW   2256

Phone:



0417 451 794

Date of Birth:


20 JUNE 1974

EDUCATION & TRAINING

Post Secondary Studies:
OPEN LEARNING





Certificate III in Business (Health) – 2010
OPEN LEARNING





Certificate III in Office Administration – 2006





OTEN (TAFE, NSW)

Statement of Attainment in Community Services 

(Children’s Services) – 2002

GOSFORD COLLEGE OF TAFE




Certificate in Accounting – 1993

EMPLOYMENT PROFILE
February 2003 – 

CENTRAL COAST HEALTH 

Current:


Student Program Co-ordinator

Learning & Development (October 2018 – Current) 

· Teaching staff how to use the Learning Management System (large classrooms and one-on-one training)

· Co-ordination of Violence Management Training

· Co-ordination of Corporate Orientation for all new staff

· Reporting 

· Supervising return-to-work staff, students and disability worker

· Attending Universities for Bulk Verification of students – confirming police checks and immunisations are current

· Look after Conference Centre room bookings and equipment

· Student Program Co-ordinator role – verifying students, attending bulk verification days at Universities, liaising with numerous stakeholders

TAMARA NEWMAN

EMPLOYMENT PROFILE  (con’t……)

Receptionist – Mental Health (November 2010 – Oct 2018)

· Office administration / reception duties

· Customer Service

· Collating of Mental Health material

· Transcription of discharge summaries

· FISCH – Clozapine client’s
· Preparation of Medical Reports

Specialist Centre Secretary (December 2007 – Nov 2010)

· Administrative and secretarial support to Staff Specialists

· Manage appointment schedule and diary of Area Director

· Organise replies to patient complaints

· Arrange meetings / venues / catering

· Take minutes

· Transcription of medical reports

· Organise Registrar lectures and liaise with VMO’s

· Prepare pay information for Staff Specialists

Patient Enquiries (February 2003 – December 2007)

· Office administration

· Telephonist

· Rotary Lodge bookings and enquiries

· Cashier duties

· Customer enquiries

· Training of new staff

July 1995 – 


Administration Service Officer Class 3

January 2003:


CHILD SUPPORT AGENCY, Chatswood/Gosford
· Debt collection, Counter interviews



· Variations to cases, Training of new staff

· Correspondence, Asset and income checks

Administration Service Officer Class 1 





AUSTRALIAN TAXATION OFFICE, Chatswood 

· Extensive Data Entry, Processing of Income Tax Returns

· Customer Service, Error Correction
REFEREES

Cherylyn Pryor






0418 473 178

Supervisor – My Health Learning (2018 – 2023) 

Central Coast Local Health District, Gosford Hospital 

Caron Hewett







0405 559 317

Manager – Education & Training Team (2018 – 2022) 
Central Coast Local Health District, Gosford Hospital 
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