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Career Objective

I am aiming to secure a graduate accounting position with a Chartered Accounting firm to gain professional membership through the Chartered Accountants Program, and expand on my knowledge and experience in accounting and finance. The organisation I am seeking is invested in the development of young graduate accountants through significant client exposure and current client issues.
Education and Training 

Tertiary

2006 – Current
Bachelor of Business (Accounting)



University of Southern Queensland
GPA 5.87

2001 – 2005 

Senior Certificate

Stanthorpe State High School

Additional Training & Qualifications

2006


Certificate IV in Workplace Training & Assessing, TAFE
2003


Senior First Aid Certificate, Queensland Ambulance

2001


Responsible Service of Alcohol Certificate, TAFE
Technical Skills

Computer Skills
MS Word, Excel, Explorer, PowerPoint, Publisher, & Outlook, Adobe Acrobat (Writer & Reader), Lotus notes 
Work Skills & Attributes

Flexibility
Demonstrated in my present role working as an Administration Assistant in local printing company. On a daily basis I am required to be able to respond quickly and effectively to a range customer and supplier queries which often arise simultaneously.
Problem Solving 
Demonstrated in my current role at Toowoomba Paper & Printing where I am required to manage the Manager’s diary and complete the weekly newsletter
Communication
Demonstrated through my extensive experience in dealing with customers and clients of varied backgrounds, including my work at The Coffee Place where I interact with many different customers.
Teamwork
Demonstrated in the various customer service and retail positions I have held, where working together to achieve sales and service targets also sharing of ideas for addressing customer problems was essential. 

Related Work History

February 2007- present
 
Toowoomba Paper & Printing 

Administration Assistant 

Duties:

· Responding to general enquiries from individuals and businesses via phone, email, and in person
· Processing print and product orders 
· Basic accounting and reconciling of financial records

· Word processing of correspondence as required including mail merges

· Management of Manager’s diary and appointment schedule

· First aid duties requiring the ability to deal quickly and practically with various injuries. 

November 2007 – February 2008
  

KPMG, Brisbane



KPMG Vacation Program
Duties:

· Participated in a group project for a client
· Assisted with system and procedure development
· Data entry of client information
· Assisting accountant with development of spreadsheet

Other Work History

June 2005 – March 2006 

Harvey Norman, Toowoomba Qld
Customer Service Assistant
Duties:
· Guided customers through the process of selecting and purchasing products.

· Managed customer complaints and return of products.

· Carried out cash register operations and daily reconciliations.

· Participated in team meetings and in developing strategies to increase sales.

· Pro-actively exceeded monthly sales targets.

March 2003 – May 2005

The Coffee Place, Toowoomba, Qld
Hospitality Assistant
Duties:
· Served customers and processed orders

· Prepared food and beverages

· Handled money and cash register operations

· General cleaning and kitchen duties

Professional Associations

Member of Business Student Club
USQ Alumni

Referees
Bill Brown
Manager – Toowoomba Paper & Printing
Email: billb@twmbapp.com.au
Tel: (07) 4698 7654
Tony Mackenzie 


Line Manager – KPMG
Email: tm@kpmg.com.au
Tel: (07) 4999 9999
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