		
	Suzanne Romo


 
Professional Summary
Hard-working with exceptional experience leading teams, delivering results, and exceeding expectations. Creative and motivated employee adept at utilizing exceptional design and planning strengths to accomplish complex projects. Skilled in teaching new concepts and best practice strategies.
 
 
Work History

      Allity –Bolton Clarke -  Assistant in Nursing
11/2023 - Present 

· Provided patient care tasks for residents and assists with mobility.

· Reports resident's condition to the Registered Nurse


Allity – Administrative Officer
07/2021 – 11/2023
· Provides essential support to Allity and is responsible for Administrative tasks such as managing stocks and placing orders.
· Ensure administrative activities run smoothly on a daily basis and long-term basis.
· Administration of company database.
· Point of contact for all employees, providing support and 
managing queries. 

      Allity – Assistant in Nursing
09/10/2020- 07/2021 

· Provided patient care tasks for residents and assists with mobility.
· Reports resident's condition to the Registered Nurse.


      Challenger - Supervisor
02/2019 – 10/2020
· Applied strong leadership talents and problem-solving skills to maintain team efficiency and organize workflows.
· Created successful work schedules for each team member to maintain deadlines and fully staff shifts.
Challenger - Cleaning Staff Member
02/2018 - 02/2019
· Organized and used industrial cleaning products following strict safety procedures.
 
 
reference
Archie Abala
Manager
      Challenger Services Pty Ltd
      0449 210 188

Varun Modi 
General Manager - Willandra
Allity- Bolton Clarke
0467 812 421

Brenda Dore
Academic Manager
Linx Institute
0405 565 842
 
	
	Campsie NSW 2194
0458 218 701
Zromo78@gmail.com
 
 
Skills
aspose_preserveoriginal
· Microsoft Word, Excel and Power point.
· Event Management
· Catering / Kitchen Hand
· Cleaning
· Priority management
aspose_preserveoriginal
· Training and mentoring
· Staff Management
· Inventory control and record keeping
 
 
Education

Via Education College

Graduate Diploma of Management

Global Educational Institute
Certificate III in Aged Care 
Greenwich College
Certificate Leadership & Management 
Project Management
University of San Jose- Recoletos
AB: Mass Communication, Major in Broadcasting 
 



