COLETTE BURKE
44 Beneavin Road, Glasnevin, Dublin D11P4F4, Ireland
Mobile: 00353 85 7638688
Email: coletteburke18@hotmail.com

TRAINING / DEVELOPMENT
Feb 2024 – Present

HR Leadership, Learning and Talent Management (LLTM) HSE

Leaders in Management Course, Certificate: Delivering Change in Health Services
Oct 2021 – March 2024

Law Society of Ireland, 46 Blackhall Place, Dublin, D7




FE-1 Examinations (8 passed)
Sept 2020 –June 2023
           
Griffith College, South Circular Rd, D8





LLB (Hons) in Law (2.1)
Jan 2022 – April 2022
           
Pitman Training, Pearse Street, Dublin 3

Diploma Legal Office Skills (Distinction Awarded)
Jan 2009 – Oct 2010        
           
Insurance Institute of Ireland, 5 Harbour Master Place, Dublin 1 





           
CIP (Certified Insurance Practitioner)
Jan 2003 – June 2003
   
Dorset College, Dorset St, Dublin 3




Diploma in Computer Applications
Sept 1998 – Apr 1999

Dorset College, Dorset Street, Dublin 3





Bi-Lingual Computer Secretarial Course
EMPLOYMENT RECORD

Aug 2022– Present
HSE


Office of the National Director, Operational Performance & Integration, Dr Steven’s Hospital

Position: 
Risk Officer VI
· Support the Lead to ensure that the key risk management functions/objectives assigned are met within the agreed timeframes.

· Support and assist with the development and implementation of the appropriate processes in relation to risk reporting and the management and monitoring of risk. 

· Support the development of the Standing Operating Procedures for the administration of the EMT members Risk Register.

· Ensure the efficient administration of the EMT members Risk Register in line with relevant IT processes and IT system.

· Support and assist with the preparation of progress and monitoring reports for the ERM Lead. 

· Assist in the deployment of risk management resources and tools within the EMT member’s area of responsibility.

· Contribute to and support the on-going development of the risk management function.

· Support and assist on projects relevant to the risk management function.

· Lead on assigned specific projects relevant to the risk management function.
Feb 2016 – June 2021
XS Direct Insurance


23 Ely Place, Dublin 2
Previous Position:
Dispute Resolution Motor Claims Handler

· Responsible for attempting to resolve disputes formally and informally between policyholders, third party, hire companies and solicitors.
· Ensuring a timely and accurate resolution, with an absolute focus on customer service, indemnity, and expense.
· Work with senior management to ensure correct transfer processes are in place for handlers transferring files.
· Maintain external relationships to ensure all key stakeholders are informed on relevant issues and attend board meetings.
· Establish timely, accurate and consistent reserves and perform ongoing review throughout the claims cycle within authority limit by estimating and validating value of claims.
· Preparation of evidence for Litigation process if required, which includes obtaining CCTV, gathering statements from parties involved including any potential witnesses, instruct and liaise with solicitors in defence and/or settlement.
· Respond to data request enquiries pursuant to Article 6 GDPR and Schedule 2, Part 1 Section 5 Data Protection Act (UK) 
· React to any court proceedings or judgement within designated deadlines and guide insured through litigation process.
Nov 2011 – Jan 2016
Aon Insurance Managers (Captive)

The Metropolitan Building, James Joyce Street, Dublin 1 

Current Position:
Insurance Executive – Pharmaceutical Accounts
· Handling and management of several client accounts which included a wide range of insurances and global risks.
· Assisting with the underwriting process at renewal. This involved liaising with the risk manager to ensure data is accurate; with tax representatives to ensure tax liabilities are met and affiliates to ensure invoice is received and premium is paid.
· Drafting and reviewing insurance / reinsurance documentation including policies and reinsurance agreements

· Ensure claims handling procedures are adhered to and report status to client and board on a regular basis.
· Liaison with global clients and other service providers including brokers, actuaries, auditors, and other companies providing support as main point of contact and resolve issues within timely and professional manner.
· Preparation and participation in regular client meetings and Board Meetings.
· Liaise with accountants to ensure month-end reporting is completed and within strict deadlines.
Dec 2006- Nov 2011
QBE RE European Operations


Riverside Two, 43-49 Sir John Rogerson’s Quay, Dublin 2 
Positions:
Liability and Credit & Bonds Claims Adjuster

Motor and Property Claims Adjuster
· Investigate and resolve claims to ensure an excellent claims handling service with minimal leakage.

· Ensure that estimates and billings are calculated correctly by clients and brokers.

· Identify and investigate coverage issues to ensure that the company’s liability is in line with its contractual commitments.

· Identify subrogation, contribution and other recovery issues and ensure that clients seek to recover all money owed.

· Manage disputed claims and other material claims issues to resolve them as quickly and economically as possible.

· Ensure that claims billings are responded to within agreed timeframes to provide a professional service to clients.
· Complete audits on a quarterly basis.
June 2005-November 2006
Department of Foreign Affairs


Passport Office, P.O. Box 9718, Balbriggan, Co. Dublin
Position:
Temporary Clerical Officer
· Ensuring that all applicants are entitled to apply for an Irish passport by making sure all documents and data is correct before authorizing passports to customers.
· Administrative duties necessary for the smooth and effective running of the Checking department included routine Correspondence, maintenance of records, photocopying, faxing, handling enquiries, dealing with incoming and outgoing telephone calls, sorting post, background checks.
· Establish and maintain databases of information on computerised systems.
Dec 2003 – May 2005
Registry Resort

475 Seagate Dr, Naples, FL 34103, United States
Position:
Hostess 

Main Responsibilities:

· Assume frontline responsibility for brunch service and beach food service.
· Ensure personal relationship built, ensuring guest satisfied with service and to ensure repeat business. 

· Ensure all bookings are managed and greet guests upon arrival.
· Deal with online bookings, deliveries and attend management meetings.
April 1999 – Nov 2003
DataPage International Ltd

Docklands Innovation Park, East Wall Road, Dublin 3

Position:
Production Co-Ordinator (Typesetting)

Main Responsibilities:

· Data entry and technical editing.

· Language editing scientific and humanities content for journal and books.
· Provide inputs for product improvement and new development.

· Artwork paginator involved graphic design and handling multiple files in artwork.
PERSONAL
Sept 2013 – Part of the Aon Team that completed 100k Cycle to Kilkenny to help raise funds for Jack and Jill Foundation.
Oct 2013 – Part of the Aon Team that took part in 10k run in the dark in aid of the M Pollock Trust.
June 2011 – Part of the QBE Team that completed the Four Peaks Challenge for Focus Ireland.
Nov 2009 – Completed a 10-day trek in Borneo for Temple Street Hospital. The amount raised was over €5,500.[image: image1][image: image2]
