RESUME

Name:


Greg Quinlan

Address:

16 Warrool Court

GREENSBOROUGH 3088 

Contact Details:
9435 9021 

0400 588 801

Gregquinlan@hotmail.com

Age:


22 years

Education:

DEGREE IN MARKETING / MANAGEMENT




Victoria University



I am currently undertaking the Degree course. 

Expected completion date is mid 2009.
MARKETING - ADVANCED DIPLOMA

NMIT Greensborough 

Two year Marketing course 

Distinction Average in 2006/07
VCE CERTIFICATE 



Loyola College

Completed 2004

Work experience:
ICU Global Services 



Large telecommunications hardware installations (e.g. phone towers)




April - September 2008 (contract role 1-2 days per week)

· MYOB bank reconciliation, creating sales invoices, AP data entry

· General administration

· Collating timesheets

Energy Plus Pty Ltd 
Gas and Hot Water metering company

November 2006 – July 2007 (part time 3-4 days per week).
· MYOB – Generating Sales invoices, Accounts Receivable, debt collection, bank reconciliations monthly reporting

· Banking

· Inter-company transactions

· Importing and exporting customer details to maintain master data
· Marketing activities such as generating profiles and segmenting the market to identify new leads
· Office administration tasks
Morwin Pty Ltd

Building Maintenance Project Firm

February 2005 – October 2006 (Casual)
· Filing invoices and general correspondence


· MYOB – Accounts Payable, GST allocations, data entry and assisting management accountant with general queries

· Reconciling invoices

· Phoning clients

· Processing invoices into Government database
· Auditing of subcontractors payments

Eltham Leisure Center
                                    
March 2002 (school work experience program)

· Worked in the canteen


· Assisted with child minding

· Assisted gym staff

                           
Meals on wheels

                     

March 2003 (Voluntary)

· Preparing meals

· Packaging the meals 

· Assisted in delivering the meals                                                                                                                                 
Computer Skills:
MYOB Premier V12 and Accounting Plus V17





Microsoft Word






Microsoft PowerPoint










Microsoft Excel

Interests:

Basketball, Cricket, Camping, Football and Tennis

Career Goal:

Completion of Marketing or Sports Marketing degree.




Obtaining a ‘Sports Marketing’ or ‘Business Marketing’ role.

References: 

Diane Morris




Company Director




Morwin Pty Ltd




Details provided upon request




John Tandy




Company Director

Energy Plus




Details provided upon request
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