) HELIX (

LEGAL
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EXPERIENCE

~ Responsible for the daily operation of Helix Legal

~ Marketing and business development

~ Training new and existing staff with firm style guide and clients
recommended style guide and procedures

~ Responsible for firms social media profile

~ Responsible for implementing and training on all Helix systems
~ Organisation of seminars and presentations

~ Schedule and prepare agendas for directors | team meetings

~ Create and update internal policies and procedures

~ Preparing adjudication applications and payment claims through
administrative support

~ Conduct research and searches
~ Coordinating travel arrangements and appointments
~ Development and amendments of precedents

~ Establishing the inhouse policies and procedures for work received
from new clients and in response to successful tenders

~ Responsible for receiving all new matters from state government
EXPERTISE board and regulatory bodies including over 200 files

~ Maintains the database of matters received, opening files,
generating initial correspondence and recording any due dates

~ Administration contact person for the state government teams
and assisting with general enquiries

~ Implemented and maintained an inhouse calendar to track
all compliance dates

~ Implemented monthly reporting spreadsheet
~ Responsible for ensuring monthly reporting to clients
~ Responsible for updating financial status of briefed files

~ Assisted with training new and existing staff with any changes
to the Queensland government board's policies and procedures

~ Assists with the administration of all files
~ Generated, reviewed and amended, formatted any documents

~ Coordinates witnesses to attend hearings both written and orally
to support solicitors

~ Schedules appointments for staff to meet with Queensland government
decision makers and witnesses

~ Prepares exhibits to court and tribunal documents to assist solicitors

~ Assists in the preparation of matters for compulsory conferences and
hearings as directed by solicitors

~ Assists in preparing briefs to counsel and experts as directed by solicitors

QUALIFICATIONS | MEMBERSHIPS

~ Events Committee Member, Redcliffe Triathlon Club
~ Former Secretary, Moreton Bay Road Runners

~ Former Events Committee Member & Assistant to President,
National Association of Women in Construction (NAWIC)

~ Former Assistant to Team Leader, Brisbane Youth Service
Legal (QPILCH)
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