Ebony Maree Moore


address and contact details

2/23 Hills St, Woolooware NSW 2230

Mobile		0434 957 887
Email		em_wm@hotmail.com
- Or -		EBMoore@hutchison.com.au

Experience
2008 – Currently  (2.5 years experience) 
VHA Headquarters/ Secom Security                                                    
40 Mount St, North Sydney

Employed by Secom Security and contracted out to Vodafone Hutchison Australia (VHA) HQ. Everything I have learnt was assisted by the “in house” security department based in Lane Cove. Recently 3 Mobile and Vodafone have merged which has created an influx of employees requiring building access to both Head Quarters and the modification of security procedures as the one team. Due to the merger we moved into the one office and I was responsible for organising the new reception. 

Security Coordinator/ Administrator

Security
Processing visitors in line with building entry procedures
Maintaining prime reception presence at front desk 
Checking photo ID passes and monitoring persons in the building 
An ambassador for VHA/ Secom Security for the compliance of policies and procedures
Opening up the building each day for business
Attending fire warden training
Recording daily comms room temperatures
Senior First Aider
Use of Cardax program to activate/de-activate and create photo ID’s

Administration
-     Booking meeting rooms and projectors
      -     Taking phone enquires/ passing on messages
       -    Directing the public and couriers
Creating photo ID access passes and programming them
Training receptionists and temporary security guards  
Conducting a weekly photo shoot for ID passes
Creating security registers/filing / photo copying/ faxing
Maintaining and responding to three outlook mailboxes
Advising staff of procedures, changes and giving assistance
Issuing temporary passes to employees whom have left their passes at home, temporary contractors and new starters
Conducting weekly audits on overdue temporary passes 
Maintaining everyday supplies used at reception 
Liaising with vendors/ contractors to arrange photo ID’s and their attendance to my weekly photo shoot
Signing and distribution of service dockets
Greeting corporate clientele 
Processing online applications for photo ID’s 
Creation of documents to assist employees with our security procedures
Intermediate/ Advanced skills in Microsoft Outlook/ Excel/ Word/ PowerPoint
Escalating walk-in customer complains efficiently and promptly, that may cause a disturbance in the headquarters reception. 
Organising new starter with access, and conducting security inductions
Data entry skills
Fast and accurate typing skills
Reporting building maintenance and facilities issues
Strong customer service skills, with the ability to multitask, being proactive and prioritising well
Providing assistance to PA/EA's as required
Accepting and dispatching catering/ flowers/gifts

2007- june 2010
Bridge Café
2/8 George St, Windsor, 2756
Waitress / Café All-Rounder

Table service; operating the cash register and eftpos machine
Food preparation, restocking, general cleaning  
Making coffees in high volumes 
Delivering catering to businesses 

2007 - duration of 9 months
Blue Mountains Venturewear	
Echo Point Rd, Katoomba, 2780
Retail Assistant

Operating the cash register, eftpos machine and calculating the days takings
Stock take, and the promotion of new products 
Conversing with customers, and driving sales 
Promoting the business with the distribution of flyers  
       -     General cleaning and store presentation
2005 - 2007
Blue View Restaurant
Echo Point Road, Katoomba, 2780
Waitress and Kitchen Hand

Busy working atmosphere
Food and beverage handling
Conversing with patrons
Clearing tables and working the dishwasher

2006 - duration of 6 months
The Hatters Café
Shop 1/197, Katoomba Street, Katoomba, 2780
Kitchen Hand

Operating dishwasher, and general cleaning
Adapting to the demands of a busy commercial kitchen
Food preparation


Education

2002-07
Katoomba High School
South Katoomba, 2780

Completed School Certificate
Recently completed the Higher School Certificate in 2007
Three day workshop at the Dobell National Art School for life drawing in 2007
First in subject for visual arts in the HSC
Successfully completed an RSA course 
Completed Senior First Aid Certificate 
Fire warden training for emergency evacuation 
Spanish night courses through Nepean community college
Microsoft Excel Course on 23/12/08
Currently studying through Open University a BA in Criminology and Criminal Justice
Attended Non- Certified MYOB Introductory course










Interests 

I am currently studying in my first year of University by correspondence, a Bachelor of Criminology and Criminal Justice through Griffith OUA. My future vision is to become a detective within the Federal Police once I have completed my degree. I wish to continue full time work whilst I have many years to go to earn my degree. 

In years 9/10 I studied Spanish, and when I left school I went to some night courses so I can speak basic Spanish. I love to learn languages and thrive on learning about other cultures, I especially love to travel. 

In year 12 I submitted three drawings and was selected to attend a three day workshop at the Dobell National Art School. I have a passion for art, and in my own time I do print making as I enjoy calving intricate linos. In my last year of schooling I came first in subject for visual arts for the HSC. 

Personal Particulars

Date of Birth				18th December 1989
Citizenship					Australian 
Marital Status				Single  
Driver’s License				P2 License (Automatic)


References and certificates


Attached on the remaining pages are references from the places of work I have listed in this resume, and other certificates that you may find useful when considering me for the position I am applying for.

 
                                                                                                                   THE BRIDGE CAFE

ABN: 28398290575

2/80 George St

Windsor NSW 2756

Phone: (02) 45773349

Email: thebridgecafe@bigpond.com

											20/11/09

To Whom it may Concern,

	We have had the pleasure of employing Ebony Moore on a casual basis, for the last 2 years.

Ebony is a punctual, reliable, driven young woman who works extremely well independently and equally as well  as part of a team. She is constantly looking for a new challenge to take on  and is always very willing to learn.  Her bubbly and enthusiastic attitude and her repore with our customers is an absolute asset to our business and we will be very sad to see her leave.

	We would have no hesitation whatsoever in recommending Ebony to any prospective employer.  We are confident she will become a valued employee, wherever she goes.


Yours Sincerely,


Melanie Boyle


Melissa Boyle 
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Responsible Service of Alcohol

Statement of Attainment

This is to certify that

Ebony Moore

has been assessed as having fulfiled the following requirement

THHBFBO9B Provide responsible service of alcohol

in partial completion of the following qualification

Certificate Il in Hospitality (Operations) THH21802

o ut & oa
£ Date:15 December 2007
IBheRE it Certificate No: 30168
Chief Executive Officer

This Statement of Attainment is recognised within
the Australian Qualifications Framework

e —
T —
and is issued under the authority of S —
NSW Vocational Education and Training Act 2005 e
Centre For Training Ply. Ltd. trading as CFT NSW NATIONALLY RECOGNISED

SWeVideatirial Registered Training Organisation 91230 TRATRINGS

Education & Traning Ph: 1300 661 205

Accreditation Board s

www.cftnsw.com.au
PO Box 110 Killara NSW 2071 ABN: 93 102 364 389




