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Proven ability to work in fast-paced environments and contribute meaningfully in leadership, administrative, and analytical roles. Actively seeking a dynamic, growth-oriented role in English editorial remote operations where remote collaboration is valued. Marketing career job roles are also preferable.
	SKILLS



	· Adaptability
· Communication
· Attention to Detail
· Team Collaboration
· Responsibility & Integrity
· Technical Abilities

	 
	· Taxation & Compliance
· Financial Statement Analysis
· Data Entry & File Administration
· Insurance Licensing & Client Services
· Debtor Management & Property Admin
· Product Optimizer




	EXPERIENCE


Dean’s List/University of Phoenix	 08/2025 - Current 
· Maintained a great GPA of 3.80 and was awarded Merit.
· Regarding coursework, classes doubled Arts in English
· Focused on the Honor Society standard of study output

Product Optimizer / GlobaStra											05/2026-06/2026
· Reviewing products, nature, clothing, accessories, electronics
· Accomplishing investment-type tasks about optimizing product performance
· Depositing in Bitcoins and paying in Withdrawals of Earnings from working accounts to CashApp
· Completion of 80 tasks per day
· Won a reward of $11,100 with total proceeds of $20,750
· Integration of history regarding product submissions
· Refreshing work account and finishing tasks


Ceverel Participant / Advanced Research Center 	 05/2024 - Current 
· Maintained accurate medical records and completed patient documentation with 100% compliance, streamlining charting processes and reducing administrative errors by 25%.
· Conducted routine patient observations and monitored weight fluctuations, enabling early intervention and contributing to a 15% improvement in patient health outcomes.
Presidential election worker / LA County 	 02/2024 - Current 
· Achieved 100% test scores in both in-class and virtual clerk training programs, demonstrating mastery of election procedures and readiness for high-responsibility tasks.
· Verified over 500 voter identification documents per shift, ensuring 100% compliance with electoral regulations and preserving the accuracy and integrity of the voting process.
Insurance Agent & certified insurance worker / Transamerica/WFG 	 08/2022 - Current 
· Generated over 150 new policy enrollments within six months by analyzing client needs and tailoring coverage solutions, resulting in a 30% increase in quarterly sales revenue.
· Processed and managed 200+ claims and policy updates monthly with 98% accuracy, reducing client wait times and ensuring regulatory compliance.
Admin Clerk (Volunteer) / Australian Maritime Museum 	 06/2018 - Current 
· Organized and digitized over 1,000 physical files, reducing document retrieval time by 40% and improving overall office efficiency.
· Supported daily administrative operations—including scheduling, data entry, and correspondence—helping the team meet 100% of internal deadlines during peak periods.
Business financial analyst / Commonwealth Banking Sector 	 07/2015 - Current 
· Identified $500K in annual cost-saving opportunities by analyzing financial statements and uncovering inefficiencies in departmental spending.
· Developed and presented monthly financial performance reports that improved executive decision-making speed by 40% through clear data visualization and forecasting insights.
Assistant In Nursing / Drake Medox 	 08/2014 - Current 
· Monitored and documented vital signs for 15+ patients per shift, identifying early signs of health deterioration and facilitating timely medical intervention, reducing emergency incidents by 25%.
· Assisted with daily living activities such as mobility, hygiene, and feeding for elderly and post-operative patients, improving patient comfort scores by 30% as measured in post-care surveys.
Intermediate Auditor / RSM Bird Cameron 	 01/2008 - Current 
· Monitored and documented vital signs for 15+ patients per shift, identifying early signs of health deterioration and facilitating timely medical intervention, reducing emergency incidents by 25%.
· Assisted with daily living activities such as mobility, hygiene, and feeding for elderly and post-operative patients, improving patient comfort scores by 30% as measured in post-care surveys.
Intermediate Auditor / RSM Bird Cameron 	 01/2007 - Current 
· Detected $250K in financial discrepancies by conducting risk-based audits across 12 departments, leading to improved internal controls and a 40% reduction in future reporting errors.
· Streamlined audit procedures by developing standardized testing templates, reducing audit cycle time by 20% and increasing team efficiency across quarterly reviews. Ask ChatGPT
Graduate Auditor / RSM Bird Cameron 	 07/2006 - Current 
· Verified financial records for 8+ client accounts during audit cycles by performing detailed walkthroughs and compliance checks, contributing to 100% on-time audit report submissions with zero material misstatements.
· Supported senior auditors in identifying control weaknesses by analyzing expense reports and transaction logs, helping reduce potential risk exposure by 15% across assigned portfolios.
Graduate Taxation Officer (GTO) / Australian Taxation Office (ATO) 	 01/2005 - Current 
· Processed and assessed over 200 individual and corporate tax returns by applying current tax laws and compliance frameworks, achieving a 98% accuracy rate and reducing audit triggers.
· Resolved 50+ taxpayer inquiries monthly by investigating discrepancies and clarifying obligations, improving taxpayer satisfaction scores by 35% within the first six months.
Property Administration / Knight Frank Price Waterhouse Coopers 	 01/2004 - Current 
· Managed lease agreements and tenant records for a portfolio of 120+ units by implementing a digital tracking system, reducing document retrieval time by 60% and improving compliance audit readiness.
· Coordinated maintenance requests and vendor scheduling, resolving 95% of issues within 48 hours, which boosted tenant retention rates by 20% over a 12-month period.
Tutor / Program After School Studies at the Migrant Resource Center of ACT 	 01/2000 - Current 
· Improved student performance by an average of 30% within one semester by tailoring lesson plans and using targeted practice methods for 15+ high school students in mathematics and science.
· Conducted weekly one-on-one and group sessions, increasing subject comprehension and exam readiness, resulting in a 95% pass rate among tutored students.
	
RECENT SCHOLARSHIP

Bachelor of Arts : English Literature 
University of Phoenix
Commenced Thu Jun 4 2026

 RECENT HONOR SOCIETY
Bachelor of Arts : English Literature: Chapter of University of Phoenix
1. Honor Society.org
2. NSLS
3. NSCS
4. Society for Collegiate Leadership & Achievement (SCLA)
5. Golden Keys International Honor Society 


	EDUCATION AND TRAINING


Bachelor of Arts : English 	Commenced Sep 2024 Expected completion in 2/2027 
University of Phoenix - Tempe, AZ 
Office of General Studies
Associate Award : Liberal Arts 	 01/2024 
University of Phoenix 
Bachelor of Commerce : Accounting 	 01/2003 
University of Canberra 
Higher School Certificate 	 01/1999 
Leichhardt High School 
School Certificate 	 01/1997 
Leichhardt High School 
Short courses
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