Brooke Joan Peters
St Clair NSW 
brooke.peters@outlook.com
 0416 650 482

I am looking for an opportunity to put my best foot forward and continue my career journey in the Insurance Claims Industry. 

Work Experience

Property Claims Consultant
NRMA
June 2021 to Current

In my current position I am responsible for managing property claims (i.e., damage to homes, buildings, theft etc.), handling inbound customer queries, liaising with key stakeholders and processing claims in accordance to company polices. This position has increased my skillset around resilience, strong customer service and my ability to adapt to change. 

· Manage a portfolio of claims in a professional and proactive manner.
· Helping customers recover by delivering on the customer promise at claim time.
· Respond to calls from customers and suppliers and consult with customers, internal and external parties to coordinate claim resolution.
· Maintain concise records throughout resolution process.


Bartender 
UVO Recruitment 
2017 to 2019

· Set up, maintain, and operate all aspects of the bar in an organized and professional manner
· Timely preparation and service of a full range of alcoholic and non-alcoholic beverages including cocktails
· Interact with customers in a friendly and positive manner to ensure an excellent bar experience and build customer loyalty
· Successfully up-sell by making recommendations and suggestions from the menu using in-depth culinary knowledge
· Operate cash register and POS system accurately and efficiently
· Competently requisition and restock bar with all necessary supplies and equipment
· Keep up to date on new beverages and introduce these to customers
· Provide a can-do approach to requests from teammates
· Constructively follow alcohol awareness procedures for
· preventing and dealing with intoxication
· Strictly adhere to federal, state, and local liquor laws
· Comply with sanitation and safety regulations and procedures

Call Centre Representative
Sydney NSW
August 2019 to November 2019

· Answer incoming calls and respond to customer’s emails
· Management and resolve customer complaints
· Sell products and place customer orders in the computer system
· Identify and escalate issues to supervisors
· Provide product and service information to customers
· Research required information using available resources

Pick Packer
Sydney NSW
April 2019 to October 2019

· Restocked items when necessary
· Assisted in reorganization of products in warehouse
· Checked picked orders, selected proper box size, packed, and prepared for shipping
· Conducted discontinued product and large order inventory
· Shared in housekeeping chores

Receptionist
Anything Solutions - Sydney NSW 
January 2017 to August 2018

· Find potential customers
· advertise the business
· answer phone calls
· Answer inquiries about company
· Greet visitors warmly and make sure they are comfortable


AIN (Assistant in Nursing)
Woodlands Retirement Village - Cherrybrook NSW 2018 to 2018
· Personal hygiene, grooming, manicuring and oral hygiene. Continence management.
· Communicates with all residents effectively including the management
· and the fitting of hearing aids and glasses required
· Assisting those residents with challenging behaviours participation in the
· development and implementation of an individually designed management
· plan
· The resident’s mobility, by assisting with walking use of wheelchairs
· and other aids and transfers
· Supports and assist residents with food and fluids as required. Maximise
· the residents’ physical function by assisting with rehabilitative treatment
· such as physiotherapy exercises.
· Demonstrated ability to plan and complete tasks demonstrated knowledge
· and competency in manual task techniques.

AIN (Assistant in Nursing) Rosary Village - Yennora NSW 2018 to 2018
· Assisting clients with personal care activities.
· Providing companionship and support during daily activities.
· Performing household tasks such as preparing meals, laundry, shopping, and cleaning.
· Implementing strategies for managing dementia and other health issues.
· Delivering activities that promote emotional and intellectual stimulation.
· Maintaining a safe living environment by minimising or removing safety risks or hazards.
· Transporting clients to appointments, outings, and social engagements.
· Using equipment to assist clients with limited mobility such as hoists, swivel cushions and wheelchairs.
· Implementing care programs for clients in residential care facilities.
· Liaising with other health care professionals, family members and carers

AIN (Assistant in Nursing) Hardi Aged Care - Summer Hill NSW 2016 to 2017
· assist people with self-medication
· implement care programs for those in residential establishments
· daily living task such as washing dressing, eating
· transport and budgeting assist with the delivery of activities to enhance the physical social emotional and intellectual development of those in their care

AIN (Assistant in Nursing) 
St Marys Villa - Concord NSW March 2015 to December 2016
· Assisting residents with feeding, showering, and dressing 
· Accompanying residents on daily walks
· Assisting with general
· facility maintenance
· and food preparation
· Providing general care and emotional support
· Document resident behaviour in terms of mental status, sleeping and eating
· patterns in medical record books
· Carry out nursing care plans in accordance with the doctor’s instructions

AIN (Assistant in Nursing) RFBI Masonic Village - Lakemba NSW January 2015 to February 2015
· Prepared resident refreshments and food trays on a regular basis
· Cleaned and straightened resident living spaces on a weekly basis.
· Conducted fire drills and other emergency procedures for resident education.
· Transported residents to and from apartments and dining area
· Grooming residents for day-to-day activities #
· Using hoist and full body lifters for residents

Education

Diploma in Community Services
The Changed Academy 
2015 to 2016

Skills

· Microsoft Word (10+ years)
· Bartending (3 years)
· Retail (4 years)
· Customer Service (4 years)
· Restaurant Server
· Waitress

Certifications and Licenses

Certificate 3 Aged Care
2015 to 2015

RSA
2017 to Present

White Card
2017 to Present

Drivers Licence and own Vehicle

Fully Vaccinated
