Resume


Renee Deguara

5 Hart St

Airport West

Vic 3042

Australia

Mob: 0413 020 410

Ph: 5327 8667/ 9379 3779

zredz@hotmail.com

Work History

September 2002-Current.

Customer Care Management Consultant

IBM Global Services Australia

Part Time Work

· Intensive Customer Service Work

· Taking Calls from customers

· Logging Faxes

· Working With Support Groups

· Supporting Various Clients, specializing in Victoria Police

· Technical IT support

March 2002 – September 2002

Call Center Operator & Office Administrator

Jims Mowing, Western Victoria
Part Time Work

· Customer Service, reception, telephone and in person

· Taking phone enquiries and making bookings for customers

· Database Management

· Desktop Publishing

September 2001-March 2002

Creative Advertising, Marketing and Research Assistant

D’Arcy Singapore (Advertising Agency) & StarCom Singapore (Media Group)
Full Time 6 month internship.

· Strategic monthly product sales and marketing reports

· Working with major MNC clients- Mars, P&G & Maybank

· Field and Market Research

· E-commerce research and client recommendations

· Media Exposure and forecasting,

2001

Administrative Officer

The Planning Group

· Full Time

· Office Management

· Mail Distribution

· Creating On-going organizational Systems

· Operating a switchboard

· Meeting and greeting clients

· Diary management

· Event and meeting organization

· Banking

1997 – Current

Web & graphic Designer

City of Moonee Valley
Consultancy work

· Creating presentations for underage entertainment and office within council

· Working on various projects as a team member and in a leadership role

· Online graphics, design and construction for Youth & HAPEY projects


Examples:
http://www.youthweek.cjb.net




http://www.hapey.cjb.net

1999-Feb 2001

Event organization assistant and Events worker

Chalk figure entertainment
Part time volunteer work

· General office duties

· Preparation of artwork for passes, brochures, fliers and promotional material for youth week and battle of the bands

· Liaising with high level of councilors and various levels of management

· Writing press releases and putting together press kits for youth week and battle of the bands.

· Collating a monthly magazine and working with various committees to final production

1998-December 200

Office Administration Assistant

Aluminum Scaffolds

Temp/Full time work during school holidays

· Filing, typing, data entry

· Office management & inventory

· customer service

· Diary management and bookings

· Client liason


Education

2002>Current 
Business/Marketing at Ballarat University

2001 


Graphic Design at Ballarat University

1999 –2000 

VCE – Footscray City College

1999 


VET Multimedia Course

1995-1999 

Penleigh & Essendon Grammar School (Secondary Education)

