STEVEN SHAW

Mobile 0439-446155


Email: steven.shaw56@yahoo.com.au
QUALIFICATIONS
First Aid Certificate (including CPR)




HLTAID009/010/011
WorkCover Accredited High Risk Activity License (Forklift-LF)




Return to Work Coordinators Certificate 







Diploma in Quality Auditing





BSB51607


Diploma in Occupational Health & Safety



BSB51307


Certificate III in Competitive (Lean) Manufacturing 

MCM30104


Certificate IV in Business (Frontline Management)


BSB41004


Certificate III in Transport & Distribution (Road Transport)

TDT30202


Certificate III in Transport & Distribution (Warehouse & Storage)
TDT30102



Certificate III in Process Manufacturing



PMB30401


Certificate IV in Occupational Health & Safety


BSB41604



Certificate IV in Assessment & Workplace Training


BSZ40198


Certificate III in Business - Office Administration


68017



Certificate of Service – Automotive Parts Interpreter (Specialist)




COMPUTER SKILLS

Microsoft Office (Word - Excel - Power-point – Outlook - Project) &various Database systems 
WORK ATTRIBUTES & SKILLS
Provide excellent customer service, building client rapport, ensuring customer satisfaction and repeat client patronage. 
Work well either as an individual or within a team / supervised or un-supervised.
Understand the operational complexities & decision making processes of organisations.
EDUCATION

Higher School Certificate – Wallsend High School – Newcastle NSW
Achievements
· Implement changes to operations via continuous improvement programs to improve efficiencies and quality of services.
· Develop, implement& review WHS Management System in response to organisational structure & operational activity changes.
· Conduct reviews of performance criteria in relation to regulatory accreditation compliance with governing authorities/
· Assist in maintaining an LTI free period of over 4 years, with 90% of all injured workers returned to work within 48 hours on either pre-injury or suitable duties.
· Implement key procedure changes to affect system efficiency, thus meeting client expectations in accordance with service agreements.
· Maintained and monitor registers to ensure that all resources were available and operational as and when required, in meeting service commitments.
Employment/Career History

June 2018 – January 2022 (seeking work-life balance)
Storeperson/Hose Assembler – Hydraulics Company, Newcastle
Related Duties, Responsibilities

· Receival of goods from suppliers - Pick, pack & dispatch orders – co-ordinating freight consignments

· Undertake stocktake & cycle count (RF) functions - Maintain & adjust  inventory levels
· Assemble hydraulic hoses to meet clients requirements
· QA, test & finalise hoses to meet stringent guidelines
October 2017 – April 2018 (6 month fixed contract)
WHS & RTW Officer – Manufacturer, Somersby

Related Duties, Responsibilities

· Monitor workplace activities to ensure operations are undertaken in a safe manner

· Manage & review WHS Management System

· Arrange suitable treatment for injured workers, liaising with medical providers and insurer (where applicable), to provide practical & efficient return to work programmes.
· Implement change to processes to reduce risk & provide a safe workplace.

June 2017 – October 2017 (too much travel)
Storeman – Mining Equipment Manufacturer Mt. Thorley
Related Duties, Responsibilities

· Receival of goods from suppliers

· Pick, pack & dispatch orders

· Undertake stocktake functions 
March 2015 – November 2016
Parts - Storeman - Agricultural Machinery Importer, Central Coast
Related Duties, Responsibilities

· Respond to all enquiries, both internal and external – parts interpreting
· Use computer software to respond  to enquiries, place orders and  invoice
· Receipt of incoming parts, daily and stock-orders & pick, pack and despatch orders
· Place orders with suppliers to meet client requests and maintain stock levels
November 2014 – February 2015 (3 month fixed contract)
WHSE & Training Officer - National FMCG Group, Mt. Kuringai
Related Duties, Responsibilities

· Maintain all site related issues regarding WHS & Environmental concerns
· Liaise with Maintenance Division for the rectification of identified issues.

· Liaise and report to governing/legislative bodies eg WorkCover  NSW – NSW EPA
· Monitor injured workers and liaise with RTW co-ordinator for a safe return to work.
· Report to senior management
· Undertake the assessment & co-ordination of all training for the site.

· Training needs analysis of groups and  individuals

· Co-ordinate all related issues with regards to delivery of training
· Maintain personnel files & records of training
August - November 2014
Spare Parts Retail Sales (Casual) - Autobarn, Lakehaven
Related Duties, Responsibilities

· Liaise with clients to assist in determining their needs
· Use of computer software to identify correct parts required and complete sale of products and/or placement of orders for non-stocked  items 

· Receival of incoming stock and notification of clients of receipted ordered parts

· Ensuring stock levels are maintained on retail displays

· Maintain displays in relation to promotional catalogues and specials
September 2008 – February 2014 (retrenched)
Apprentice Field/Liaison & WHS Officer

HunterNet Group Training Company, Newcastle
Related Duties, Responsibilities
· Conduct regular visits to Host Company premises and undertake meetings with apprentices, trainees, supervisors and other company representatives.

· Monitor the progress at the workplace and at the training provider (RTO) of each apprentice/ trainee.

· Assess workplace capability in-line with required skill needs to meet training requirements, identify any skill gaps/needs and design/program and suitable methods to address those identified issues.
· Assist in the process of documentation completion and submission, to the relevant government authorities in relation to the apprentice/trainee training contract and any related changes. 

· Undertake regular Host Company site inspections and WHS&E policy & procedure reviews.

· Arrange suitable treatment for injured apprentices and trainees, liaising with medical providers and insurer (where applicable), to provide suitable return to work programmes.
· Conduct investigations as to determine root cause/s of incidents, so as to identify changes to be implemented to reduce or eliminate future occurrences.
· Complete all related Workers Compensation documentation and liaise with the Insurer on all related issues concerning any claims. 

· Identify, develop and implement changes to policies & procedures of the organisations safety management plan and associated operating system.  

· Conduct induction program of new apprentice/trainees and undertake refresher training.
· Distribute updated safety alerts through supervisors and toolbox meetings.

· Liaise with relevant training provider in conducting and developing the “Life Skills Program”.
· Provide regular and ongoing reports to relevant stakeholders of activities undertaken.
December 2007 – August 2008 (ceased operations)
Workplace Trainer/Assessor & OHS Advisor 
WECS Group, Tuggerah

(see ATS role for relevant duties)

May 2007 – November 2007 (6 month fixed contract)
Workplace Trainer/Assessor & OHS Advisor 
OTR Training, Heatherbrae.
(see previous role for relevant duties)

July 2005 – April 2007 (change in employment conditions)
Workplace Trainer/Assessor & OHS Advisor 

Applied Training Solutions, Smithfield.
Related Duties & Responsibilities

Liaise with clients in regards to:

Drafting and approval of training schedule’s for different training courses & their participants. 

Conduct the training & assessment of the individuals in the various courses.

Manage work related projects to implement improvements& meet expected outcomes.

Design, validate & produce various training aids/resources etc. 

Monitor & promote all aspects of OHS&E issues with clients & their employees.

Ensure all relevant documentation is maintained in accordance with regulations. 

Conduct OHS&E visits with clients – advising of issues to be addressed to meet obligations. 
1998 - June 2005 (seeking new opportunities)
Service Technician, Fire & Evac. Trainer, OHS Officer & Fleet Manager
MIR Fire Protection, Mannering Park.
Related Duties & Responsibilities

Asset management of client’s fire protection equipment

Install, inspect, report, repair & replace fire equipment in accordance with AS1851.1/2/4/7
Inspect, test & report on exit/emergency lighting systems in accordance with AS2293.1

Develop & conduct Training Sessions & related activities in accordance with AS3745 for clients
Develop, review & maintain the organisations Safety Management Systems

Undertake the induction process for all new workers to the organisation
Liaise, develop and maintain business relations with clients.
Asset management of the organisations facilities & operational equipment, including the company fleet
