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Career Summary
Accomplished professional with over 20 years of experience in administration, accounts payable and receivable, payroll, data entry, copy typing, and transcription. Recognized for strong problem-solving, planning, and reporting abilities, I consistently boost productivity, accuracy, and ease team workloads. I am adept at quickly mastering new roles and computer software, delivering reliable results in fast-paced environments.

Key Strengths
· Fast and Accurate Typist – Typing speed of 85 words per minute with high accuracy
· Exceptional Communication – Strong interpersonal and customer engagement skills, with a focus on building positive relationships
· Advanced Technical Proficiency – Skilled in Microsoft Office Suite and a wide range of business software
· Efficient Workload Management – Proven ability to plan, prioritise, and manage high-volume workloads effectively
· Collaborative Team Player – Actively contributes to team success, process improvements, and embraces new technologies
· Administrative Expertise – Extensive experience in preparing high-quality documentation, including reports, policies, procedures, and general correspondence
· Industry System Knowledge – Proficient in various medical, pharmaceutical, and financial systems
· Financial Administration – Experienced in accounts payable/receivable and payroll, with strong working knowledge of MYOB, Xero, and Micropay
· Highly Adaptable – Quick to learn new systems and thrive in dynamic, fast-paced environments

Employer:	Manildra Flour Mill

Period:	November 2021 – June 2024

Position:	HR Officer / Finance and Payroll

Key Responsibilities:

· Recruitment and Onboarding
· Coordinate end-to-end recruitment processes including job postings, candidate screening, interviews, and reference checks
· Facilitate smooth onboarding and induction of new employees to ensure a positive start
· Employee Relations
· Serve as a point of contact for employee queries and concerns, providing guidance on HR policies and procedures
· Support conflict resolution and maintain a positive workplace culture
· HR Administration
· Maintain and update employee records, contracts, and documentation in compliance with legal and organisational requirements
· Prepare HR reports, metrics, and documentation as needed


· Policy and Compliance
· Ensure adherence to employment laws, company policies, and workplace health and safety regulations
· Assist in reviewing and updating HR policies, procedures, and handbooks
· Performance Management
· Support performance appraisal processes, probation reviews, and goal-setting initiatives
· Assist managers in identifying training and development needs
· Payroll and Benefits Administration
· Liaise with payroll teams to ensure accurate processing of employee wages, leave, and entitlements
· Assist with the administration of employee benefits and HRIS systems
· Invoice Processing
· Receive, review, and verify supplier invoices for accuracy, appropriate approvals, and compliance with company policies
· Enter invoices into the accounting system in a timely and accurate manner
· Vendor Management
· Maintain and update supplier information in the accounting system
· Liaise with vendors regarding invoice queries, payment status, and account reconciliations
· Account Reconciliation
· Perform regular reconciliations of supplier statements and resolve outstanding items promptly
· Compliance and Internal Controls
· Ensure all transactions comply with financial policies, procedures, and relevant legislation
· Assist in the development and improvement of accounts payable processes and controls
· Reporting and Documentation
· Prepare accounts payable reports including aged creditor listings and cash flow forecasts
· Maintain accurate and organised AP records for audit and compliance purposes


Employer:	Starchem Discount Pharmacy Orange

Period:	July 2018 – November 2021

Position:	Aged Care Dispensary Assistant/Office All-Rounder

Key Responsibilities:

· Prescription Management
· Receive, process, and dispense prescriptions efficiently and accurately
· Coordinate and carry out regular medication runs and medication floats
· Stock and Inventory Control
· Manage product ordering and maintain optimal stock levels
· Respond to product requests and ensure timely supply
· Oversee stock control processes for both general dispensary and automated packing systems


· Nursing Home Services
· Process and manage medication requests from nursing homes
· Oversee medication packing and timely delivery, ensuring accuracy and compliance
· Operate and maintain the automated medication packing system
· Administrative and Financial Duties
· Handle accounts receivable/payable and payroll processing
· Perform general administrative tasks and financial record-keeping
· Policy and Procedure Development
· Develop, document, and implement operational policies and procedures to improve workflow and compliance


Achievements
· Demonstrated Flexibility and Adaptability: Initially hired as a Dispensary Technician, I quickly progressed into multiple roles within the pharmacy, including supervisory roles. Despite minimal formal training, I consistently adapted to new responsibilities and successfully stepped into various positions during periods of staff shortages or annual leave, contributing to smooth day-to-day operations.
· Successfully Managed Multiple Responsibilities: In my role, I independently handled critical tasks including meeting strict dispensing deadlines for nursing homes, managing dispensary stock ordering and control, and processing both nursing home and community accounts. This included following up on outstanding accounts, ensuring timely financial reconciliation, and maintaining close communication with the pharmacist on operational changes.
· Led Implementation of Automated Packing System: Played a key role in the successful rollout of a new automated medication packing machine. I collaborated with another team member to transition all nursing home patients into the new system, working directly with nurses and doctors to ensure accurate charting of medications. I also developed and implemented standard operating procedures for the use of the machine and created a stock control reporting process to guarantee medication availability for weekly sachet deliveries.

Employer:	Orange Neurology Centre

Period:	March 2014 – July 2018
		December 2011 – June 2013

Position:	Senior Medical Receptionist

Achievements
· Delivered High-Level Administrative Support: Successfully provided comprehensive administrative assistance within a fast-paced specialist medical practice, managing patient enquiries, appointment scheduling, and account-related queries with professionalism and empathy.
· Efficient Schedule Coordination: Utilised strong problem-solving and organisational skills to coordinate a complex appointment schedule, accommodating patient needs such as travel and medical urgency, while ensuring the doctor's time was optimised.
· Reception and Office Management: Took ownership of day-to-day reception operations, managing urgent matters promptly and maintaining a high level of efficiency and organisation within the practice.
· Policy and Documentation Development: Created and maintained essential administrative documents including practice policies, procedures, patient recalls, spreadsheets, and general correspondence, contributing to smoother operations and improved compliance.
· Multi-Skilled Support Role: Stepped into a backup role as an EEG technician, performing patient testing as needed and ensuring minimal disruption to clinical workflows.
· Community Engagement and Advocacy: Actively participated in organising charity initiatives and support programs, including playing a key role in establishing an Epilepsy Support Group. Delivered educational materials and conducted public speaking at community events to raise awareness and support patients and families.

Employer:	Orange Total Gardening Maintenance

Period:	January 2012 – May 2017

Position:	Director/Office Manager (Out of Hours)

Achievements
· Established and Managed a Successful Business: Founded and built a landscaping company from the ground up, including registering the business and acquiring an ABN. Took full ownership of day-to-day operations and ensured the successful growth and sustainability of the business.
· Client Relationship Management: Proactively secured and maintained ongoing contracts, building strong client relationships through consistent communication via phone and email. Many of these contracts remain active within the business.
· Autonomous Operations and Time Management: Effectively worked independently, demonstrating strong time management and organizational skills to manage competing priorities and meet client expectations consistently.
· Full Financial Oversight: Managed all financial aspects of the business, including accounts payable and receivable, payroll, debt collection, and tax reporting, ensuring compliance with all regulatory requirements.
· Policy and Procedure Implementation: Developed and implemented comprehensive company policies and procedures to ensure smooth operations, accountability, and adherence to business standards.


Employer:	Naturally Green

Period:	June 2013 – March 2014

Position:	Administration / OHS Manager

Achievements
· Resolved Financial Backlog Efficiently: Applied strong time management and problem-solving skills to successfully bring all financial records up to date after a significant period of neglect. This included clearing outstanding bookkeeping, payroll, and reporting tasks under tight time constraints.
· Completed Full Financial Reconciliation: Carried out comprehensive bank reconciliations, processed outstanding accounts, and ensured timely submission of mandatory financial reports, including superannuation and other compliance obligations.
· Maintained Daily Operations: Delivered high-quality administrative and office support while simultaneously managing the financial catch-up workload, ensuring minimal disruption to day-to-day business operations.
· Developed and Implemented Policy Manual: Created a complete policies and procedures manual to standardize internal processes and support business continuity.
· Provided Operational Support: Acted as a key support resource for operational activities, contributing to the smooth running and improved efficiency of the office environment.

Employer:	Blayney Crane Services

Period:	July 2009 – October 2011

Position:	Senior Administration Assistant / Accounts and Payroll Officer


Employer:	R.W. Corkery and Co. Pty Limited

Period:	January 2007 – March 2009

Position:	Senior Administration Assistant




		

