SHERONA NG

Address: 서울특별시 마포구 노고산동 1-23 309| Phone: 010 2367 4803| Email: shero_ng@yahoo.com

EDUCATION
The University of Melbourne
2005 – 2007 
Master of Applied Commerce (Accounting)






2000 – 2002
Master of Public Policy and Management 





The Chinese University of Hong Kong

1994 – 1997
Bachelor of Social Science (Honours) 







Major: Government & Public Administration
EXPERIENCE

TSS Westaff Australia Pty Ltd





Jun 08 – May 10

Accounts Receivable Officer





Melbourne, Australia

· Performed all aspects of accounts, including over $2m weekly billing, general ledger maintenance, journals and BAS preparation

· Conducted month end reporting, including variance and profit and loss analysis and balance sheet reconciliation

· Collaborated with the financier, including generating debtors report and reconciliation

· Involved in daily cash flow management and forecast

· Collaborated with TSS and Westaff New Zealand on the implementation of MS Dynamics NAV

· In charge of superannuation administration and statutory compliances assurance

Ardoch Youth Foundation Ltd





Apr 08 – Jun 08

Operation Manager







Melbourne, Australia

· Managed daily finance and payroll operations

· Reviewed IT, finance and legal compliances policies and procedures

The Salvation Army Social Housing & Support Network (Western)
Jun 06 – Mar 08

Finance Officer







Melbourne, Australia

· Managed all aspects of account, including accounts payable and receivable, general ledger maintenance, journals and reconciliations

· Collaborated with the funding body, the Department of Human Services, including generating financial and performance reports

· Prepared annual budgets of over $2m

· Prepared BAS and FBT lodgments

Regina Coeli Community Inc





Mar 06 – Jul 06

Administration Worker






Melbourne, Australia
· Provided administrative support to the Director

· Researched on women’s and homelessness’s issues

York Textile Agencies Pty Ltd





Feb 03 – Dec 05 Administration Officer






Melbourne, Australia

· Maintained sales order database and generated sales reports

· Provided administrative support to the sales team and the Managing Director

INTERNSHIP

Victorian Office of Multicultural Affairs

Department of Premier and Cabinet, Victoria



2001 2nd semester

Executive Internship







Melbourne, Australia

· Worked as an Intern under supervision of the Senior Policy Advisor

· Evaluated the effectiveness and efficiency of Government funded language services and developed policy advice on the departmental performance measurement indicators of language services 

Victorian WorkCover Authority





2000 2nd semester

Public Affairs Internship






Melbourne, Australia

· Worked under supervision of the Manager of the Compensation Policy and Research Division

· Conducted a 6000 word research project on mapping the interactions between the Commonwealth social security system and the worker’s compensation system in Victoria 

ADDITIONAL INFORMATION

· Associate member of CPA (AUST) - CPA Program completed 

· Advanced skills in Microsoft Excel

· Microsoft Dynamics NAV, Axiom, Technology One Financials, MYOB, PAMS and CMS

· Proficient in English and Chinese (Cantonese and Mandarin)
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