ROBYN MARIE CORDUKES
PERSONAL INFORMATION

· Nationality:
Australian

· Age: 

40 (DOB: 12 / 01 / 1982)

· Drivers Licence 
· Fully Vaccinated COVID-19

OBJECTIVE

To apply skills obtained in all past employment and studies, to further both my own career and assist others in achieving their goals. To seek continuing education and advises from my peers in order to achieve the same.

EDUCATION

1994 – 1999


Port Hacking High School

Sydney  NSW

* Obtained Higher School Certificate

QUALIFICATIONS

· Quality Safety and You




2022

NDIS Worker Orientation Module
· Infection Control Training – COVID19


2022

· HLTAID011 Provide First Aid



2022

Set2learn
· Individual Support Statement of Attainment

2022
Set2learn

· Cert 3 Pathology Collection



2010
· Pathology Collection Statement of Attainment

2001

Mediskill

· Hospitality Statement of Attainment


1998

Tafe Vetab

SKILLS

· Typing 55wpm

· Data Entry 12000ks/h

· Word

· Excel

· Powerpoint

· Email/Outlook

· Medico Legal 

· Meditech
· Database Management

· Customer Service

· Reception

· Administrative Duties

EMPLOYMENT CHECKS
· Police Check - 4414684
· Working with Children Check – WWC2439426E
· NDIS Worker Check - 68788810
EMPLOYMENT

April 2022 – present

Zenn Ability



Sydney, NSW

Disability Support Worker

· Supporting people with daily living skills, such as shopping, cooking, travel; performing tasks in relation to domestic assistance; providing meal assistance and preparation; medication prompting, assisting and monitoring; assisting with showering, dressing and personal care related tasks; basic tasks of booking appointments, assisting with shopping, paying bills, liaising with service co-ordinator; connecting and linking people into the community with local activities and recreational interests; accompanying to social groups and other activities; identifying existing and emerging areas of risks and deliver information to the manager; ensure compliance with relevant safety regulations and industry practices.
July 2015 – April 2022

Stay at Home Mum


Sydney, NSW

August 2011 - July 2015

St George Private Hospital

Sydney NSW
Health Funds Administrator

· Checking eligibility of patients cover; identifying wait periods; identifying if procedure is pre-existing; checking if patient is financial with health fund; liaising with health funds; sourcing the correct item number for procedure; answering patient health fund queries relating to procedure; completing quotes for non-insured patients; follow company policies and procedures for smooth operations; updating the  hospitals database with the correct patient personal information
August 10 – August 2011
St George Private Hospital

Sydney NSW

Medical Records Officer
· Collating records of discharged patients ready for coding; OMA database management for Orthopaedic studies; handling Medico Legal requests; Pulling medical records for patients coming in, current inpatients and request for quality purposes and clinical needs; Chase outstanding deficiencies (discharge summaries and pathology); Abide by privacy policy; cull medical records; File medical records; answer and action queries from internal and external customers; Maintain medical records form register; Maintain hospitals archive register
September 05 – December 09
Tai-ao Aluminium


Sydney NSW
Administrator
· Filing, invoicing, accounts receivable, accounts payable

February 05 – August 05

Cox Purtell/Hays Personnel

Sydney NSW

Temping

· During this period, I was employed in a variety of reception/administrative positions through these two employment agencies, though, I did have an ongoing temporary part time role with HCF Dental Centre. Here I assisted in administrative duties alongside there reception team. 

July 03 – January 05

Stamford Sydney Airport Hotel

Sydney NSW

Business Centre Coordinator / Food and Beverage Administrator

· Duties Include: Banquet Billing and Reservations; Developing and formatting databases; typing of correspondence; administrative duties for food and beverage manager, food and beverage departments; typing minutes ; purchasing of inventory; provide secretarial support for guest and conference organisers; photocopying and binding of documents; Mail out and mail merge ; organising end of year functions; Incoming & outgoing mail, distributing all correspondence, including faxes to the appropriate department pigeonholes and conferences; Create and maintain filing systems for the conference & events department; providing secretarial support to the General Manager in PA’s absence.

February 03 – June 03

Hays Personnel



Sydney NSW

Temping

· During this period I was employed in a variety of positions; Receptionist, Sales Support, Administrator and Customer Service Officer

March 02 – January 03

Mayne Health Diagnostic Imaging
Sydney NSW

Medical Receptionist

· Answering Phones; appointments; advising patients on specific preparation procedures; banking reconciliation; delivering films to wards; patient billing (private, health fund, medicare); medicare and dva batching; filing; updating records; general correspondence; basic dictaphone typing

June 01 – March 02

NIB Eyecare



Sydney NSW

Optical Dispenser Trainee / Receptionist

· Answering phones; appointments; selection of frames; data entry; ordering and processing of stock; banking reconciliation; sales; processing claims and payments; preliminary testing; stock take; fitting of lenses to frames. 

During this break I travelled overseas

May 00 – March 01

TLC Dental Care


Sydney NSW

Dental Assistant / Receptionist

· Assisting the dentist; arranging instruments and material for surgery; sterilising; appointments; recalls; spreadsheets; hicaps payments; ordering supplies; reconciliation; telephone enquiries

INTERESTS
Swimming

Reading

Movies

Cooking

PERSONAL QUALITIES



· Ability to work individually or as part of a team

· Enthusiasm and willing to learn new skills

· Keen to share personal knowledge

· Ability to rapidly follow and carry out instructions

· Act in a professional manner at all times when dealing with clients, their families and the wider community

ROBYN MARIE CORDUKES

25 Donahue Circuit (   HARRINGTON PARK (  SYDNEY  (  NSW  (  2567
PHONE  0452290904 (  E-MAIL robyncordukes@y7mail.com

