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      DIPLOMAS Y HOBBIES

Formaciones : Diplomados, Congresos, xxxxxxxxxx xxxxxx xxxxxxxxx xxxxxxxxxxxxxxxxx
Hobbies: xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 





WORK EXPERIENCE | IN NSW GOVERNMENT

Industrial Relations, NSW Treasury
Sydney NSW 2000, Australia
Education Officer (Events & Marketing Coordinator)
Tasks performed:
· Provision of legal Information over the phone tor small business owners and employees regarding the 'Long Service Leave Act 1955 (NSW)'. 
· Events management and marketing tasks such as the creation of newspaper ads for workshops promotion.
· Creation of flyers for workshops held across New South Wales.
· Other tasks in MS Office, invoicing, workshops and meeting management to support the delivery of seminars in NSW.
From 10/2015 to 05/2019
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From 24/01/2011 
to 10/2015
NSW TREASURY
Sydney NSW 2000, Australia
Directors Assistant
Tasks performed:
· Performance of administrative and office duties to help executive officers such as: calendar, travel, meeting and event management. Booking of external training for staff.
· Attendance at team meetings and taking detailed notes.
· Taking, screening and referring phone calls, monitoring and maintenance of office supplies. Document creation in MS Office. Preparation of reports and records management.
ABOUT ME

· Bilingual communications professional (English/Spanish) trained in Australia.
· Proficient in the management of crisis and corporate image, of comments in social media and in the promotion of marketing matters.
· Creative writer. Adept to handle internal and external comms and issues. 
· Creation of any written text and spoken messages. 
· Research. Media law.
· Video editor and MS Office skilled.









 From 24/01/2003 
to 07/2009 

TAFE NSW & NSW Department of Education
Castle Hill NSW 2154 and Blacktown NSW 2148, Australia
Admin Officer (Executive Assistant and HR Officer)
Tasks performed:
· Provision of support for committees and meetings including scheduling, coordination, papers, minutes and other documentation. Extensive diary and travel management, document creation in Word, Excel and PowerPoint.
· I signed off a compulsory confidentiality agreement upon job commencement as a HR Officer. Handling of criminal records for applicants seeking employment in child-related positions in private and public sector jobs, daily data entry info of applicants before 1pm, to be sent to CrimTrac, etc. 



COMPUTER PROGRAMS


· Word
· Excel
· PowerPoint
· Microsoft Outlook
· Photoshop
· Adobe Premiere Pro
· iMovie
· Social Media











EDUCATION

May 2019		Master of Law, Media and Journalism
Sydney, Australia	The University of New South Wales


April 2016		Bachelor of Communication 
Sydney, Australia	Major Journalism
			Western Sydney University

July 2010		Diploma of Communication and Media
Sydney, Australia 	TAFE NSW


March 1991		Bilingual Executive Secretariat
Santiago, Chile    	(Spanish-English)
I.P. Manpower



LANGUAGES


· English: Fluent level both spoken and written. 21 years of residence in Sydney, Australia.
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