RESUME

Georgina Coghlan

PERSONAL DETAILS

	Name
	Georgina Coghlan

	Date of Birth
	30-09-1979

	Contact Number
	0408 930 979

	Address
	Unit 7, 41 - 43 Alma Road, St Kilda, Victoria, 3162

	Nationality
	Australian

	Health
	Excellent

	Interests
	· Computers and the Internet

· Singing (member of Melbourne University Choral Society)
· Cinema 

· Challenging my mind

· Studying/Learning new things

· Meeting new people
· Books/Reading across a variety of genres

· Science Fiction and Fantasy

· Music


EDUCATION

1999 - Victorian University of Technology.

Completed Certificate II in Communications (Call Centres)

1997 - Wesley College Prahran
Completed VCE
	Subjects studied
	· English

· Information Processing and Management (IT)

· Psychology 

· Literature

· Mathematical Methods 


COMPUTER LITERACY

	Systems utilised
	· Microsoft Word

· Microsoft Access

· Microsoft Excel

· Microsoft Outlook


	· Microsoft Internet Explorer
· Linux

· OS2

· DOS based software

	Typing Speed
	Approximately 55 wpm


OTHER SKILLS/ACHIEVEMENTS

· Was awarded the Most Improved Quality Award for the month of April 2002 at AMP
· Have taken part in training of new staff at National Australia Bank, Telstra and Brumbys
· Can work both autonomously and part of a team
· Able to communicate well
· Excellent telephone manner
EMPLOYMENT HISTORY

	Quintiles SRS (Data Solutions Department)

January 2004 to July 2005 (18 months)
Clinical Data Coordinator

	

	To assist and provide data management support to ongoing projects, including database testing, query and discrepancy management, report preparation and maintenance of study documentation.
· Maintaining data management study files on ongoing projects according to Standard Operating Procedures (SOPs).

· Assisting in the preparation and analysis of study reports

· Dealing with database queries with site and project management persons

· Carrying out discrepancy management for ongoing studies

· Assisting in the preparation of data management documentation in the start-up of new projects

· Performing study closeout, quality assurance and archiving activities

· Liaison with site management, project management and data entry personnel to ensure data management issues are followed through according to Good Clinical Practice/ICH GCP/FDA guidelines

	

	Quintiles SRS (Data Solutions Department)

January 2003 to December 2003 (11 months)

Data Entry/Administration (part-time)

	

	Primarily a data entry role in the medical field.

· Data entry of forms received for client projects
· Reception duties, 
· Packing and sending out material for projects

· Testing new data entry systems

· Writing manuals

· Assisting schema and form design 

	

	AMP (Financial Services Department)

June 2001 to August 2002  (13 months)

Customer Service

	

	Primarily phone based role.
· Telephone customer service assistance

· Development of skills required to assist the Communication Response Team (who deal with all written enquiries as well as long enquires that could not be answered on the phone) as needed

	

	Telstra (Single Bill Establishment department)

September 2000 - May 2001 (7 months)

Customer Service/Administration

	

	Special Projects at Telstra:

· Sociability Testing for the new release of the internal helpdesk software
· An additional administration and data entry project to update the department customer record database after the information had been externally processed, so that the records could be modifed to the current status

	

	National Australia Bank (call center)

December 1999 - September 2000  (10 months)
Customer Service Representative

	

	Red Cross Blood Bank (Appointments/Call Centre)

February 1999 - August 1999  (6 months)

Telemarketing

	

	JDEdwards Software Company

December 1997 - February 1998  (3 months – temporary)

Data Entry/Administration

	

	Brumby's Bakery, Malvern

January 1996 - September 2000  (4+ years)

Retail Assistant

	

	Megamart (by Myer)

November 1998 - February 1999  (4 months)

Retail Assistant/Cashier


REFEREES

· Quintiles SRS 

Craig Cameron, Supervisor

Tel.  (03) 9519 6800

· AMP

Mark Mantineo, Team Leader

Tel.  (03) 9622 6000

· Telstra

Gabrielle Salts, Team Leader

Tel.  0425 775 833

· Brumby's Bakery

David Percy, Owner/Manager

Tel.  (03) 9500 2099
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