Ashley Te Amo
 027 967 4217 
  ashleym.teamo@gmail.com

“Experienced Administrator with an outstanding work ethic.  Committed to providing first-rate customer service, excelling in all frontline and behind the scenes operations” 
Medicals and pre-employment screening  
Physically fit  Full clean license, own reliable vehicle  First Aid

 Core Competencies 

 Administration
· Microsoft Suite (Word, Excel, PowerPoint, Outlook)
· Data entry & maintenance of various databases 
· Payroll, accounts management e.g. Xero, Netpay, MYBO,IMS
· Reviewing Health and Safety processes
· Co-ordination of staff training.

Communication
· Interpersonal Awareness
· Cultural Awareness
· Have the ability to interact with others
· Empowering Others
· Personal Credibility.

Time Management and Organizational Skills
· Forward thinking
· Capable of resolving problems in a professional manner
· Flexibility
· Managing Change
· Develops challenging achievable goals.






Employment History

EastPack Edgecumbe 							2020 – Seasonal  
HR Recruitment 


· Administration 
· Interview process 
· Assist with day to day operations of the HR functions and duties
· Provide clerical and administrative support to Human Resources executives
· Compile and update employee records (hard and soft copy)



Ocean Ford
 Service Advisor									2020-23/03/20
Ocean Ford provide a range of services *Automotive Repairs *Car Servicing
*Transport *WOF * Automotive Parts *Car


· Customer Service 
· Tend to phone enquires
· Making bookings for customers as required, Parts, WOF, Service
· Processing payment
· Direct and handle any customer complaints


· Administration 
· Complete job card write ups for technicians
· Customer Vehicle check ins and handovers
· Data entry
· Manage Warrant of Fitness reminder system
· Ensuring warranty and claims are current 
· Ensure all Service departments are processed daily 
· Production of repairs for the following days work







Putauaki Trust 
 Administrator									2018-18/10/19
Putauaki Trust is currently owned by approximately 800 shareholders. The principal activities of the trust comprise *Dairy Farming *Cropping * Forestry *Investment *Geothermal Development *Leases
· Managing financial administration for the Trust
· Processing payroll for 18 staff including managing leave balances
· Processing payment for invoices, GST returns PAYE and monthly account reconciliation
· Use of Xero accounting software
· Processing of Grants 



· Administration 
· Take minutes for Board of Trustee monthly meetings
· Provide admin service to General Manager and Operations Manager
· Manage IT requirements 
· Manage Shareholder enquires, transfer of shares


Manna Integrated Services	
 Administrator and HR Assistant  							2016-2018		
Manna integrated Services provides a range of social services including counselling, support to victims of family violence, incredible Years Parenting Programme and the Community Youth. 

· Providing HR assistance to the CEO and Board of Trustees in matters including:
· Recruitment – advertising vacancies, short listing, and participating on interview panel
· Staff inductions
· Co-ordinating employment contracts negotiations and renewal 
· Training and development of staff, organise training
· Managing personnel files for both Kawerau and Whakatane Office 





· Co-ordinating government contracts
· Ensuring milestone reports were sent on time with client files
· First point of contact for Ministry of Social Development auditors, responding to their enquiries during audits and co-ordinating  information as requested

· Managing financial administration for the service
· Processing payroll for 12 staff including managing leave balances
· Processing payment for invoices, GST returns PAYE and monthly account reconciliation.

· Administration 
· Co-ordinate team meetings, take minutes and follow up  action points
· Provide admin service to CEO and other staff as required
· Manage IT requirements 



EastPack Edgecumbe 							2016 – Seasonal  
HR Assistant


· Administration 
· Welcome new employees to the organization by conduction orientation
· Submits employee data reports by assembling, preparing, and analyzing data
· Assist with day to day operations of the HR functions and duties
· Provide clerical and administrative support to Human Resources executives
· Compile and update employee records ( hard and soft copy )

· Providing HR assistance to the CEO
·  Process documentation and prepare reports relating to person activities (staffing recruitment, training, grievances, performance evaluations ect)
· Co-ordinate HR projects (meetings, trainings, surveys etc) and take minutes
· Deal with employee enquiries regarding human resources issues, rules and regulations
· Assist with day to day operations of the HR functions and duties

· Managing financial administration for the service
· Entering data for payroll for 150 staff making sure data pay is coming from the right department.
· Assist in payroll preparation by providing relevant data



Nga Moko Huia Kohanga 	2013 – 2015 Administrator

· Administration 
· Documentation & recording; Minutes, incident reports, reports from chairmen, fee’s, time sheets
· Inward and outward goods, responsible for all stock orders required and deliveries from the centre to other organizations
· Ensuring the Kohanga meets complies with all requirements to enable to run effectively
· Responsible for the safety and security of all information including all confidential records safe and secure


· Managing financial administration for the service
· Processing payroll for 12 staff including managing leave balance Processing 
· Payment for invoices, GST returns PAYE and monthly account reconciliation.




Education and Training

· Diploma in Management and Team Leadership					2019 
· Certificate in Personal Management & Human resources 			2019
· Certificate in Managing Fundamentals 						2019
· Certificate in Leadership & Team Building						2018
· Certificate in Health & Safety 							2018
· Certificate in Budgeting & Financial						2018
· Training@PH – Understanding of the various business taxes				2018
· Current First Aid									2018
· Certificate in Maori business and management					2015
· NCEA Level 3, NCEA Level 2, NCEA Level 1





Achievements

· Kawerau College Scholarship 							2009
· Kawerau College Kapa Haka Award 						2009
· Kawerau College Board of Trustees							2009
· Kawerau Youth Council Chairperson						2009
· Kawerau Fire Safe Community Programme 					2008
· Kawerau Evacuation Schemes Fire Service 					2008
· Plunket Tots & Toddlers								2008

Interests

Netball    Fishing    Surfing    Cooking and baking    Kapa Haka    Hunting    Rugby

Referees
Pretty Ross, Eastpack Edgecumbe				              0272562008
Jared, Ocean Ford Service Whakatane				 07-3088279
Eric Eruera, Putauaki Trust, Kawerau				 02108436418
Reita Erlbeck, Manna Integrated Services, Whakatane  		 0220340468
Lizzie Kerton, EastPack Edgecumbe  				 0275923459
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