
ANDREA DAVIES

6 Asling Street

Brighton, 3186

(03) 9596 2580

Mobile: 0427 062 581

akdavies@deakin.edu.au
EDUCATION

(1993 – 1999)

MCKINNON SECONDARY COLLEGE, McKinnon, Vic

Victorian Certificate of Education (V.C.E).  

Tertiary Entrance Rank of 76.80 


(2001 - Present)         
DEAKIN UNIVERSITY, Geelong Vic





Bachelor of Arts (Public Relations)





Second Major - Journalism

	CAREER EXPERIENCE


February 2003


Melbourne Metropolitan Fire Brigade (MFB)
 

     (4 Weeks full-time)

Public Relations Assistant





Student Internship

Responsibilities:

· Media monitoring

· Updating the MFB media Intranet website 

· Media release writing

· Event coordination

· Updating stakeholder lists

April 2002-Oct 2002

Press Girl Fashion Publicity and Marketing

(1 day per week)

Fashion Publicist Assistant





Volunteer Work Experience

Responsibilities:

· Media Monitoring

· Liaison with magazine editors and clients

· Media Release writing/ media kits 

· Stock Inventory (MYOB) 

· Organisation of stock for magazine shoots

July 2002 – Present 

Village Cinemas

(part-time)


Customer Service Assistant





Casual Employee 

Responsibilities:
· Customer Relations

· Customer Service

· Bar attendant (Europa Bar)
RELEVANT SKILLS

COMMUNICATION

· Well developed public speaking ability acquired through leadership camps and university presentations.

· Skilled in writing communication plans, demonstrating an ability to take it through to completion.

· Highly competent communication and interpersonal skills ensuring effective interaction with a diverse range of people and personalities. 

MANAGEMENT
· Effective personal management and motivation.  
· Well able to manage information and make informal decisions.
TEAMWORK 
· Excellent team member as demonstrated through various part-time employments plus University group assignments.  

LEADERSHIP

· I was a keen member of the RAAF cadet where I learnt principles of leadership.    

· I coordinated and supervised activities at the NIKE Playground at the Australian Tennis Open.

· I was a peer support leader during Secondary School.

· Currently leading a PR campaign proposal for Richmond West Primary School.

CREATIVE PURSUITS

	Richmond West Primary School

Campaign 

Volunteer

(March 2003 – Present)
	I am leading a small team in the research and development of a community relations plan for Richmond West Primary School.  The campaign aims to raise awareness about the school so as to increase enrollment numbers.

	Young Women’s Community Association (YWCA)

University Project

(March 2003)
	As part of a team, I am planning a public relations campaign for the YWCA. The campaign devises strategies and tactics for launching a YWCA program in Geelong called Girl Storey.

	Playschool Music Festival

Volunteer

(January 2003)
	I assisted in the event coordination of the ‘Playschool’ music festival.  The festival gave young musicians the opportunity to play music while raising money for the Red Cross.  

	“Year Out” Traveled to the UK
	I spent 8 months between school and university in the UK working, traveling and visiting family.


ADDITIONAL INFORMATION

· Knowledge and experience with computer software systems including MS Word, PowerPoint Presentations, FrontPage, Excel and MYOB.

· VICFIT fitness instructor core module (1999)

· Customer Service Certificate 3 (2003)

· Keen tennis player at Elsternwick tennis club

· Early exposure to team work through the Girl Guide Association (member for six years)

REFEREES

1. Village Cinemas
Contract:  
Adam Davenport

Position:  
General Manager

Phone:  
9582 5014
2. The Melbourne Metropolitan Fire Brigade

Contact:
Natalie Krug

Position:
Public Relations Coordinator

Phone:

9662 2311

Email:

nkrug@mfbb.vic.gov.au
Press Girl Fashion Publicity and Marketing 

Contact: 
Kelly Pike

Position:
Public Relations Consultant 

Phone:

9824 0555
Email:

kelly@pressgirl.com.au

