RESUME
Name:

     MICHAEL GRAHAM COLE

               

Age: 

     40 (dob 17.04.71)

Address: 
     Account 250330

     PO BOX 6163
     YATALA   QLD   4207



Email:                    kirstyandmike@hotmail.com


Mobile:                  0432 987 035
Drivers Licence:   Full (plus MR Class (QLD))



Health:                  Excellent
EDUCATION

Sept 2010 – Sept 2011

TAFE SA (Mount Barker)

Certificate IV – Holiday Park and Resorts
Jan 2010


Park Lane Tourist Park, Traralgon





Introduction to Caravan Park Operations

July 2006 – Dec 2006 

Metropolitan South Institute of TAFE (Moreton)

Certificate III – Conservation & Land Management
1984 to 1987 


Stowupland High School, Suffolk





CSE’s 
Mathematics, English Language, English Literature, Technical Drawing,  Metalwork, Geography, Applied Science, Environmental Science

PRACTICAL EXPERIENCE

Ensuring smooth day-to-day running of a busy Caravan Park, reception duties including check in/out,  dealing with a variety of people from various backgrounds, organising housekeeping and maintenance staff, repairs and maintenance of grounds, accommodation and facilities, and generally ensuring the Park was well-presented at all times. 

 

GENERAL SKILLS

Operate 4x4 vehicle on and off-road, first aid, welding, panel beating, spray painting, leaf blowing, mowing, manual labour, basic bricklaying, basic carpentry, operating field equipment such as lawnmovers, brushcutters etc…basic plumbing, basic mechanics, domestic planting.

IT SKILLS
Sound RMS, Basic level MS Office Suite, Internet/email 

ADDITIONAL QUALIFICATIONS 

Construction Safety White Card
MR Licence 
RSA (National)

Test & Tag

PREVIOUS EMPLOYMENT

Feb 2010 – Feb 2012 - Levi Park Caravan Park, Adelaide
Assistant Manager – Ensuring the smooth day-to-day running of the Park, check-in/check-out of guests, daily use of  RMS, taking phone bookings, offering information on the local area, newspaper returns, cashing up, preparing floats, purchasing, dealing with residents, individual bookings and group bookings, organising cleaning and maintenance staff, building relationships with local businesses, attending to repairs and maintenance of grounds, accommodation and facilities in a timely manner including mowing, landscaping, blowing, waste management, conducting inspections, test and tag, looking for and attending to potential hazards and undertaking night duty including security.

Jan 2007 – 30 Sept 2009 - Miami Smash Repairs, MIAMI QLD 4220

Spray Technician - Spraying vehicles to a factory finish, Mixing paint, Tinting paint, Body filling, Preparation/Priming, Panel Beating, Using 2 pack painting/finishing system, Using various sprayguns, Identifying and using the correct spraying materials (e.g. anti-stonechip), Spraying varying surfaces (plastic, metal, fibreglass), Using of spraybake ovens, Using adhesives, Using water based and solvent paint materials, Welding.

Jan 2006 – July 2006 – Miami Smash Repairs, MIAMI QLD 4220

Spray Technician – As above

2003 to Nov 2005 - Bury Accident and Repair Centre, Bury St Edmunds, Suffolk
Senior Vehicle Painter - Spraying vehicles to a factory finish, Mixing paint, Tinting paint, Body filling, Preparation/Priming, Panel Beating, Using 2 pack painting/finishing system, Using various sprayguns, Identifying and using the correct spraying materials (e.g. anti-stonechip), Spraying varying surfaces (plastic, metal, fibreglass), Using of spraybake ovens, Using adhesives, Using water based and solvent paint materials, Welding.

HOBBIES/INTERESTS

Surfing, Golf, Soccer, Gardening, Bush Walking, Renovating classic VW’s, Renovating Houses, Music, Films, Computers, Travel

REFERENCES

Ian & Marie Baum

Miami Smash Repairs
           Donna Bennett (Lecturer)
Levi Park Caravan Park
10 Hibiscus Haven                   Metropolitan South
1A Harris Road


MIAMI   QLD  4220      
           Institute of TAFE (Moreton)
VALE PARK  SA  5081

Tel: (07) 5535 9444 
           ALEXANDRA HILLS  QLD   4161
(Tel): (08) 8344 2209




           Tel: 1300 657 613
RESUME
Name:

    KIRSTY LOUISE COLE





Age:                     40 (dob 20.01.72) 
Address:
    Account 250330

    PO BOX 6163

    YATALA   QLD   4207



Email:                   kirstyandmike@hotmail.com


Mobile:                0422 483 913

Drivers Licence:  Full
Health:
                Excellent





EDUCATION

Sept 2010 – April 2011

TAFE SA (Mount Barker)
Certificate IV – Caravan Park Supervision 
Jan 2010


Park Lane Tourist Park, Traralgon





Introduction to Caravan Park Operations
February 2008
Admission to the Roll of Solicitors of the Supreme Court of NSW and Admission to the Roll of Solicitors of the Supreme Court of QLD
3 January 2006

Admission to the Roll of Solicitors of the Supreme Court of 
England and Wales

Sept 2002 – July 2004

University of East Anglia Norwich 





LLM Employment Law - Distinction
10 October 2002

Call to the Bar – Honourable Society of the Inner Temple, London

Sept 2001 – June 2002

Inns of Court School of Law, London 

BVC (Bar Vocational Course) – Very Competent

Sept 2000 – June 2001

University of Westminster, London 

Common Professional Exam - Pass

Sept 1995 - June 1999

King Alfred's College, Winchester (University of Southampton)
BA (Drama) with Qualified Teacher Status - 2:1 (Hons)
Additional 
Construction Safety White Card
RSA (National)
DEMONSTRATED ABILITIES

Sound verbal and written communication skills; Work in a professional and confident manner;  Sound analytical skills;  Excellent organisational skills; Work independently and as part of a team; Work to strict deadlines; Work under pressure; Sound problem solving ability; Sound ICT skills.

Sound working knowledge of Australian Law including:

· State and Federal employment legislation (including the Fair Work Act 2009 and Hospitality Industry (General) Award 2010)
· Workplace Policies and Procedures

· Discrimination legislation (including procedures at ADCQ, VCAT & ADB NSW)

· OH&S legislation (including Workers Comp) 

Personal

Good sense of humour; morale booster; quick Learner; strong work ethic; ambitious; reliable; punctual; loyal; gain good rapport with clients and colleagues and able to relate to people from a variety of backgrounds.

IT Skills

Sound RMS, Advanced level MS Office Suite, Basic level MYOB, Net Meeting, Internet/email 
PREVIOUS EMPLOYMENT

Feb 2010 – Feb 2012 - Levi Park Caravan Park, Adelaide
Working as an Assistant Manager, ensuring the smooth day-to-day running of Levi Park Caravan Park Park, reception duties, dealing with customer complaints efficiently, dealing with residents, organising housekeeping and maintenance staff, answering email enquiries, processing group bookings, building relationships with local businesses, offering information on the local area, data entry, daily cash reconciliation, weekly cash reconciliation, banking, payroll (using MYOB), reporting, purchasing, any other general administration and organising staff social functions.  I also used my legal skills to draft new contracts of employment for staff under the Award.
10 October 2007 – 28 August 2009 – ABN Amro Morgans, Brisbane

Legal Officer within the Legal and Compliance Department.  My duties were wide and varied and includes dealing with client complaints including conducting internal investigations, drafting Responses, drafting statements, drafting Deeds of Settlement and Release; reviewing commercial contracts; drafting commercial contracts; responding to FOS claims; drafting employment contracts and variations; reviewing internal Policies and Procedures; advising Department Heads and Directors in relation to staffing issues; conducting grievance and disciplinary investigations, drafting employment letters (offers, variations and dismissals), drafting Referral Agreements; drafting workplace policies and procedures; assisting with PI reporting; assisting in redundancy and dismissal situations; conducting accurate legal and non-legal research; assembling briefs and other documentation; maintaining Company Registers.  I was also involved in interpreting the Fair Work Act 2009 and applying its provision to ensure our policies and procedures are compliant and will be compliant with the new NES.
May 2007 – October 2007 - Mills Oakley Lawyers, Brisbane

I was employed as the Legal Assistant to the Partner of the Workplace Relations department.  Duties include generic PA duties as listed below plus conducting accurate research into current legislative developments (such as the Fairness Test, Driver Fatigue OH&S Regulations and the Independent Contractors Act) for a variety of purposes including preparation of advice to clients and for training seminars, conducting accurate research into case law in areas such as discrimination, liaising with the ADCQ, NSW IRC, VCAT and other courts and tribunals.  
September 2006 – May 2007 – Bell Legal Group, Benowa

I was employed as Personal Assistant to the Partner of the Employment Law and Corporate Risk Management department.  Duties include audio typing, typing correspondence and court documents, opening and closing files, archiving, filing, diarizing appointments, legal accounting duties, screening incoming telephone calls, greeting and presenting visitors, managing and prioritising correspondence,  recording minutes of meetings, organizing and managing calendars and coordinating appointments, booking hotel rooms/flights, meeting rooms, equipment, and workshop venues
February 2006 to September 2006 - Kelly Services, Southport

I was employed as a Temporary Customer Services Advisor at the Gold Coast Institute of TAFE via Kelly Services. Daily duties include answering calls in relation to course enquiries, finding appropriate courses on TAFE databases, enrolling students, taking payments.
Prior to this position I was employed as a temporary Legal Stenographer/Administration Officer for the Aboriginal and Torres Strait Legal Service (ATSILS) in Southport.  Through that assignment I acquired a basic working knowledge of the criminal law system in Queensland.  Daily duties included audio typing, typing correspondence and court documents, opening and closing files, archiving, filing, diarizing appointments and general reception duties.
September 2003 - November 2005 - The Law Office of Richard Hemmings - UK
Until September 2005 I was employed by The Law Offices of Richard Hemmings on a full-time basis as a Paralegal. The Practice is a specialist Employment Law practice dealing primarily representing Respondent companies in unfair and wrongful dismissal claims, discrimination, health & safety and advising on “fair procedure” to avoid such claims, specifically the handling of problem employees with respect to internal disciplinary and grievance procedures.  I have experience of, and have a sound understanding of, the processes of negotiating Compromise Agreements (Deed of Settlement and Release), arbitration and mediation processes.  Administratively I have undertaken a range of client-related duties including interviewing witnesses, taking proofs of evidence, drafting advice to clients, legal research, drafting Policies and Procedures, preparing trial bundles, archiving, completing legal documentation online and accounts.  
September 1999 to 2000 – Featherstone Primary School - UK
Year 1 Class Teacher, completing statutory training as a Newly Qualified Teacher to gain Qualified Teaching Status. Duties include planning, organisation, report writing, assessing, resourcing and teaching pupils all areas of the National Curriculum.

INTERESTS

Golf, Music, Theatre/Films, Computers, Travel, Surfing, VDubs

REFERENCES

1.
Ian & Marie Baum

Levi Park Caravan Park


1A Harris Road

VALE PARK   SA  5081

Tel:
(08) 8344 2209

0407 799 619

Email:
maran@levipark.com.au
2.
Jennet Butler (Head of Legal & Compliance)






ABN AMRO Morgans






GPO Box 202






BRISBANE   QLD   4001


   





Tel: 
(07) 3444 4888





Email:   jbutler@abnamromorgans.com.au
 

3.
Troy Wild (Solicitor)

Bruce Thomas Lawyers
Level 22, Lennons
76 Queens Street
BRISBANE   QLD   4000
(Formerly of Mills Oakley Lawyers and Bell Legal Group)

Tel:  
0402 271 970

(07) 3211 2233        

4.
Richard Hemmings (Sole Practitoner & Employment Judge)


The Law Office of Richard Hemmings


Sandy Lane


Barham, Ipswich


ENGLAND

Tel:
0011 44 1473 833844

Email:
hemmings@dsl.pipex.com

