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QUALIFICATIONS

NZQA

30265		HSR Stage 2 - Risk Assessment and Incident Investigation - Produce an occupational 
health and safety incident investigation

17601		HSR Stage 2 - Risk Assessment and Incident Investigation - Apply health and safety 
risk assessment to a job role

17593		Fundamentals of Health & Safety – Apply safe work practices in the workplace

497		Fundamentals of Health & Safety – Demonstrated knowledge of workplace H&S



SouthPac Aerospace 

Diploma of Quality Auditing specialising in Aviation SMS.


BSBAUD411	Participate in quality audits
BSBAUD511	Initiate quality audits
BSBAUD512	Lead quality audits
BSBAUD513	Report quality audits

BSB00128	Lead auditor skill set

Exemplar Global – AU Management Systems auditing
Exemplar Global – QM Auditing quality management systems
Exemplar Global – TL Leading management system audit teams

AVIF0026	Implement Aviation Management Processes
AVIF0027	Implement Aviation Fatigue Risk Management Processes
 AVIF0028	Manage Aviation Risk


IMPAC NZ
ICAM Investigation Techniques
Civil Aviation Authority of NZ
Maintenance Controller Course 96% pass
Refresher September 2024


Asset Aviation Institute Australia
Safety management systems -Principles and practice 



WORK EXPERIENCE


November 2023  – Current – Part time

H&S Advisor / Site Auditor
Inline Group Ltd / Arborcare Tree Co

Establish and update company Safe Working Method Statements (SWMS) and Safe Operating Procedures (SOPs) to Worksafe standards.  Documents stored using Sharepoint.
Carry out weekly site auditing as per GDC and contract requirements
Create and use iAuditor templates and audits
Update contractor Insurance certificates and H&S inductions using Smartsheets
Supply contractors with current ISO certification, current insurance certificates and complete annual inductions.



June 2022  – July 2025

H&S Advisor
Eastland Network Ltd / Firstlight Network Ltd

Carry out site audits to meet KPIs agreed with management
Contractor Management including 2 yearly H&S auditing and collection of monthly H&S reporting
Create and use iAuditor templates and audits
Record all substation / site hazardous substances in ChemWatch and update as necessary.
Ensure FNL aviation clients operate in accordance with the Clarus Aviation Management Plan & Operations Specifications.  
Offer advice and guidance to all contractors to ensure that they meet FNL requirements
Report weekly to the Management team and write up and distribute minutes.
PowerPoint presentation at each monthly staff meeting
Eroad vehicle monitoring
Attend fortnightly Clarus group meetings using Microsoft Teams
Record all incidents and carry out level 1 & 2 investigations as required using Risk Manager
Organise 6 monthly fire drills.  Document and log with FENZ.



January 2023 – September 2024

Safety Manager – CAA Part 100, 135 & 141
Aroha Helicopters Ltd 
Use of Air Maestro software


June 2022 – September 2024

Safety Manager – CAA Part 100 & 137
Wairoa Helicopters Ltd 
Use of one drive software


December 2021 – September 2024

Safety Manager – CAA Part 100 & 137
Farmers Air Ltd 
Use of Sharepoint, MRI On Location & FENZ Eco portal software


August 2022 – March 2024

Safety Manager - CAA Part 100 & 141
Eagle Flight Training Ltd
Use of Flight Logger & MRI On Location software


Safety Manager Responsibilities for above CAA approved Senior Person positions

Manage the CAA approved SMS
Adhere to the 13 Elements of the SMS which includes but is not limited to:

Promoting safety requirements and accurate / safe work procedures to all involved
Ensuring employee SMS Inductions and continuous training is carried out
Maintaining and monitoring of the Safety Reporting System while encouraging a ‘just’ reporting             
   											  culture
Ensuring the Internal Audit Program is carried out in a timely manner
Auditing contractors / subcontractors for overlapping risks
Carrying out Management reviews
Assessing hazards, mitigating risks and introducing or reviewing successful controls
Continued review and assessment of the effectiveness of existing procedures, practices and 
  documentation
Incident Investigation Reporting
Management of Change Reporting
Emergency Response Planning
Ensuring Site Hazardous Substance Conditional Location Compliance Certification is current
August 2021 - Current

Safety Consultant – Various Clients

External Auditing of Operator CAA Part 100 SMS Requirements
Business Health and Safety Services
Incident Investigation Reporting
Forms and Templates
Hazard Identification
Staff Reporting  
Maintenance Contractor Audits
Logbook Audits  
Site Audits     


                                                                              
December 2020 – November 2021

Administration Manager 
Gisborne Helicopters Ltd
General administration for close of business procedures. GST returns, settle all final accounts.
Notify all suppliers of closure of business and close all accounts. Collection of all outstanding amounts owing.



February 2019 – November 2020

Health, Safety & Quality Coordinator / Administration Manager
Gisborne Helicopters Ltd

Assist HSQ Team with internal and external audits by implementing corrective actions 
Monitor corrective actions to ensure practical compliance by relevant parties and provide results to applicable management with recommendations
Gather information and Investigate incidents and produce a full report outlining causes and corrective actions to stop the incident reoccurring.  Ensure that all changes are communicated to all staff and are included in all relevant Hazard Identification reports and training policies.
Carry out administrative functions for the HSQ system
Manage, update and distribute group HSQ information 
Manage and distribute information relating to safety and quality
Carry out internal audit if required
To provide administration support to other HSQ team members as required
Update and manage company manuals that make up the exposition. 
Clerical functions relating to the Quality/Safety Management of all administration and Administration Staff
Preparation of Budget information
Assistant to Quality Assurance Manager
Carry out all staff induction training
Preparation of Staff Employment Contracts
Balancing of MYOB Accounting Software in preparation for Accountant
Ensure all licensing and training is current
Liaise with Maintenance Controller on upcoming Maintenance Requirements and Budgets
Forecasting scheduled maintenance budgets, requesting quotes and ordering parts. Updating with actual expenditure.  
Monitoring of tool calibration and Equipment / Vehicle Serviceability
To provide administration support to the Operations Manager as required. 
Manage schedules and deadlines
Monitor general costs and expenses to assist in budget preparation
Organise and supervise the office activities
Ensure operations adhere to policies and regulations




June 2017 – February 2019

Administration Manager
Gisborne Helicopters Ltd 

Management of all administration and Administration Staff
Preparation of Budget information
Assistant to Quality Assurance Manager
Carry out all staff induction training
Preparation of Staff Employment Contracts
Balancing of MYOB Accounting Software in preparation for Accountant
Ensure all licensing and training is current
Liaise with Maintenance Controller on upcoming Maintenance Requirements and Budgets
Monitoring of tool calibration and Equipment / Vehicle Serviceability
Carry out internal and Subcontractor Auditing
To provide administration support to the Operations Manager as required. 
Manage schedules and deadlines
Monitor costs and expenses to assist in budget preparation
Organise and supervise the office activities
Ensure operations adhere to policies and regulations



May 2009 - June 2017

Quality Assurance Manager 
Gisborne Helicopters Ltd - CAA Part 135 & 137

Civil Aviation Authority of NZ Senior Person Approved
Full Responsibility of implementing and Maintaining CAA Health & Safety Procedures 
Preparation of Budget information
Carry out all staff induction training
Preparation of Staff Employment Contracts
Ensure all licensing and training is current
Liaise with Maintenance Controller on upcoming Maintenance Requirements and Budgets
Monitoring of tool calibration and Equipment / Vehicle Serviceability
Successfully completed a CAA Maintenance Controller Course 96% Achieved
Carry out internal and Subcontractor Auditing
April 1996 - May 2004

Quality Assurance Manager 
Faram Helicopters Ltd CAA Part 135 & 137

Civil Aviation Authority of NZ Senior Person Approved
Full Responsibility of implementing and Maintaining CAA Health & Safety Procedures 

Management of all administration and Administration Staff
Balancing of MYOB Accounting Software in preparation for Accountant
Preparation of Budget information and Bank Reporting
Carry out all staff induction training
Preparation of Staff Employment Contracts
Ensure all licensing and training is current
Liaise with Maintenance Controller on upcoming Maintenance Requirements and Budgets
Monitoring of tool calibration and Equipment / Vehicle Serviceability
Carry out internal and Subcontractor Auditing


1993 - April 1996

Administrator 
Paul Muller Aircraft Ltd CAA Part 43

Management of all administration 
Prepare manual cashbook
Write up Aircraft Logbooks
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