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	Experience
	Jan 2007 – Present, 
Limerick County Council, Motor Tax, Lissanalta House, Dooradoyle, Co. Limerick
Staff Officer

· Managing a team of 12 people

· Managing the office output for successful service indicators

· Dealing with customer queries and complaints

· Daily balancing of cash

· Preparation for Annual Local Government Audit and dealing with internal audit. 

· Facilitate PMDS – training of staff.  
· Approval of all Annual Leave & Travel claims on Internal Systems

· Monthly Bank Reconciliation and dealing with cheques referred to back to LCC.

· Approval of purchase orders and refunds.

· Organisation & facilitation at Team Meetings for Staff

· Dealing with IT issues

· Ongoing maintenance of record management
· Ongoing training of staff
Acting Grade 7 Authorised Officer – May 2010 – November 2010

· Management of Service Provision to general public

· Preparation of Monthly Stock & Financial returns to DOE

· Checking & signing of CT53’s 

· Daily electronic funds transfer on AIB Business Banking of motor tax receipts to the Local Government Fund account held by the Dpt.

· Staff queries & advice on legislation & policy matters regarding daily transactions

· Attendance at Authorised Officers Meetings

· Liaise with Authorised Officer for Vehicle Testing on licencing of test centre issues & vehicle inspections for change of tax class etc.

· Approval of all Annual Leave & Travel claims on Internal Systems

· On-going communication with Garda Traffic Corps

· Preparation of revenue budget for Motor Tax

Jan 2003– Dec 2006

Health Service Executive, Information Services, University College Hospital, Galway


Staff Officer & Assistant Staff Officer
· Data Quality of Systems

· Training of system users, doctors, nurses and ward clerks on IT Systems.
· Communication with staff on maintenance of systems

Sept 2002– Jan 2003
South Dublin County Council, Human Resources Section, Tallaght, Dublin 24


Clerical Officer
· Organising training courses for non-officers of the council

· Sourcing trainers for courses

· Analysing feedback from courses

	
	Feb 2000 – Sept 2002
Advance Learning Ltd, Ballybrit, Galway


QA Manager

· Responsible for drawing up testing procedures for the QA department for ECDL.

· Documentation and Implementation of QA procedures

· Testing of titles.

· Training Staff

	
	Junior Project Manager on computer based training software projects
· Scheduling and maintaining schedule for ECDL title and managing a team of twenty people.

· Reporting to management on progression of project.
· Highlighting issues and suggesting fixes.


	
	Simulations Team Manager

· Responsible for a team of three people while working on Microsoft projects.
· Ensuring to transfer fully built product to Microsoft.

· Communicating with local team and team in Seattle.
· Developed CBT modules.


1998– Feb 2000

Various Schools as part of Teaching Practice & as a Substitute Teacher.
Teacher of Business Studies And IT

· Taught students from First Year to Leaving Cert.   Taught as part of the LCVP Programme and the Applied Leaving Cert.

· Taught IT & Computer Applications to mature students.

· Taught people with disabilities.



	Education
	1998–1999
University of Limerick

· Graduate Diploma in Education (Business) – Teaching - Result:  2.2

· Teaching Practice 1, Secretarial Studies (Computer Applications, Typing and Shorthand) 1 & 2, Subject Pedagogics (Business, Accountancy, Economics), Preparation for Teaching Practice 1 & 2, Professional Practice, Public Policy and the Social Organisation of Schools, Curriculum Studies.

1997–1998
IT Tralee

· BA Specialisation Information Systems Management  Result:  1.1

· Information Systems Design & Development, Management of Information Systems (Planning), Information Systems (Legal Issues), Quality Management & the SME’s, Marketing Management, Technical Writing, Interactive Multimedia, Software Development, Managerial DSS, Business Policy, Organisation Theory and Analysis, Strategic Marketing

1996–1997
IT Tralee  
· Diploma in Information Systems Management  Result:  Distinction

· Management, Information Systems, Maths & Stats/Information Technology, Interactive Multimedia, Law, Economics

1994–1996
IT Tralee

· Certificate in Office Information Systems  Result:  Merit

· Text Processing (including computer applications), Information Processing, Communication & Personal Development, Human Resources Management, Marketing, Office Management

	Extra
	Certificate in Local Government Studies

JEB – Teachers Diploma in ICT

Certificate in Teaching English as a Foreign Language (TEFL) 130 hours combined learning.

	Interests
	Scuba diving, cycling and reading.

	References
	Available on request.


