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Curriculum Vitae 
Innovation. Creativity. Learning and Development. Growth and Support 

Irene Lemon BThSt (UNE) 

PROFESSIONAL PROFILE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I have over 15 years experience providing freelance consultancy and managing my small business. I 
have provided comprehensive services for a variety of professionals (Academics, International 
Executives, Project Leaders and Department Heads), I am well versed in project management, events 
planning, research and support roles in a variety of sectors, and in a variety of locations, including 
internationally.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Law Clerk – W.A. Baxter and Co, Gunnedah; 
 

Document designer and Online publisher - Youth 
Leading Australia 

 
CSO and Financial Services Officer, Commonwealth 

Bank; 
 

Office Manager and Financial Administrator - 
Armidale, NSW 

 

 
 

Executive Administrative Assistant: Peaceworks Pty Ltd.  
 

Communications Educator; Community Education 
Division– Pacific Centre for PeaceBuilding, Fiji 

 
Formatting specialist – Independent Completion 

Review; AusAID – Fiji 
 

QuickSmart Project Officer (Images)- SiMERR; UNE 
QuickStart Project Office (Quality Assurance) - SiMERR; 

UNE 

National Campaign Designer - Seeking Safety 
 

Women in Politics review: Assistant Researcher– 
Peaceworks/ANU/CDI; 

 
Stage Manager, Tasmanian Theatre Company. 

 
Media liason officer, Sefton and Associates & Dorothea 

Mackellar Poetry Society; 
Gunnedah 

Research Officer- C4E; SiMERR, UNE 
 

Research Assistant, Inclusive Education and 
Psychology Team - SOE; UNE 

 
Research Assistant, School of Arts - Theatre Studies 

(Adrian Kiernander) 
 

Principal Research Officer - Lemlor Productions; 
Regional Youth Theatre Initiative. 

 
 

Employment History and Selected Consultancies 
Irene Lemon: 50 201 460 209 
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Figure 1 Suite of Skills 

Figure 2 Employment Experience: Roles. 
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time management and 
multi-tasking: goal- and 

deadline-oriented 

all projects are 
fulfilled in an efficient 

manner without 
wasting resources 

- Women In Politics 
review 
- Slim Knackers Live in 
the Front Bar 
- Research Assistant for 
Inclusive Education, 
UNE 
- National Campaign 
organiser; Seeking 
Safety 

coordinate and maintain 
whole of project 
communications 

excellent communication 
and analytical thinking 

skills as well as good 
judgment under pressure 

- audio visual 
education tool 
(WiP) 
- AusAID database 
project 
- communication 
officer, Peaceworks 

assist producing proposals, 
plans and reports. Organise 
and maintain project files 

and databases: 

understand the full-
cycle components of 

a project,  

-coordinate staff 
schedules,  
-allocate resources, -
design budgets,  
-monitor the project’s 
progression and adjust 
logistics accordingly, 
-report on project 
findings, 
-deliver final results to 
deadline. 

 
 
I am proficient in over 20 software applications, and I am adept on both P.C and Mac. 
 
I have experience in grant writing, project implementation and monitoring and evaluation strategies, 
managing budgets and fulfilling the requirements of complex policy and procedures. I am adept at 
research tasks, both qualitative and quantitative, and, I have experience working with NVivo. I have 
participated in research teams on a number of literature reviews and I am well versed in culturally 
sensitive protocols and ethical research expectations.  
 
Since 2009, I have held various roles for a peacebuilding consultancy: Peaceworks Pty Ltd. In addition to 
my administrative duties, I have also managed a series of events for Peaceworks Pty Ltd; for the Centre 
for Democratic Institutions in Canberra, and, for Lemlor Productions, a creative house for songwriters, 
playwrights, musicians, comediennes, children’s book authors and illustrators. 
 
I have an extensive suite of skills based upon the following principles: 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
I have demonstrated these skills in a number of roles: I managed the diary and travel itineraries for 
numerous personal contracted to Peaceworks Pty Ltd, and I was also responsible for maintaining the 
Australia based office, including liaising with our overseas partners and stakeholders, and supporting 
their office functions. I have travelled to Fiji to assist in supporting staff within the Peaceworks Fiji office, 
ensuring that the office systems, processes and policies were implemented successfully.  
 
In 2010 I worked within Australia in a four person team employed by Regional Development Australia 
Northern Inland (RDANI), which designed and facilitated a twenty-seven community participatory 
process resulting in twenty-seven, community based Social and Economic and Environmental 
Development (SEED) plans. I was the research documentation specialist and the assistant to the project 
leader. I travelled to 9 of the 27 communities and met with community leaders and elders to interview 
and record the sessions. I then compiled AV reports for dissemination within the communities.  
  
In 2011 I built an electronic database for the Australian Aid/Fiji Community Development Program in 
conjunction with Peaceworks Pty Ltd. This database is used country-wide to map the skills assets of the 
Civil Service (CSO) sector. 
 

Figure 3 Specialist Skills Asset Breakdown, roles and responsibilities. 
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In 2013 I was the event manager for a multi country stakeholder consultation process around enhancing 
skills and resources for Women across the Pacific and Asia to enter Politics. I compiled a number of 
digital media reports, and facilitated in establishing a reporting practice based upon innovative 
application of digital media technologies.  
 
During 2014 I am contracted to the School of Education, UNE. I have supported the Inclusive Education 
and Psychology team as a Research Assistant for student’s practicum’s and supporting academics to 
highlight necessary industry specific improvements. This role has culminated tailored handbook for 
postgraduate students undertaking practicums. I have also been involved in various projects as a Project 
Officer (quality assurance) for the National Centre of Science, Information and Communication 
Technology and Mathematics Education for Rural and Regional Australia (SiMERR). Recently, I have 
accepted a role within the Education Leadership Research Team, to support academics in Leadership 
to productise their research for Higher Education sector dissemination and financial sustainability. 
 
All of these positions have required accurate and efficient management of documents and resources, 
with a large degree of tact and confidentiality. These roles have also all encompassed receptionist first-
point-of call, daily office duties (mail, fleet management and budget and finance reporting), and I am 
highly successful in managing all forms of communication, be it face-to-face, electronic, telephonic 
and/ or web-based including social media.  
 
I have worked in international teams to design and implement administration systems for NGO’s and 
specialist consultancy agencies, and all of these roles have required discrete and tactful advice, to 
ensure confidential and safe management of relationships and records. I have undertaken in-depth 
workplace training in culturally appropriate protocols and community development strategies, as well as 
various in-house conflict resolution training opportunities. This process has informed my personal skills and 
has impressed upon me the necessity of creating and disseminating appropriate, clear and timely 
communication in various formats, as illustrated in my skill set shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
I have excellent communication skills, and I am an asset to teams. I understand dynamics in 
communication and I can design, implement and manage all logistical aspects of a project and office, 
including theatre/performance-based productions and arts based community projects. I have a proven 
capacity to work within complex organisational structures and ensure clear, effective and thoroughly 
researched communication reaches the intended audience. 
 
 
 
 
 

Oversee document development, responsiveness, 
completeness, publication, production, quality, and on-time 
delivery. 

Understand and interpret document format and delivery 
requirements for assigned proposals; develop schedules, 
templates, outlines, and requirements matrices. 

Format documents in conformance with department 
standards and document requirements. 
 

Figure 4 applied principles and methodologies 
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Education: 
 
2014: Enrolled – Certificate IV Training and Assessment. (Inspire Education – online) 
2013: - Bachelor of Theatre Studies UNIVERSITY OF NEW ENGLAND. 
 
 My degree focused upon the use of story, and the ways in which story is shared, to create 
change and contribute to sustainable, ethnically sensitive and culturally appropriate relationships. The 
practical elements of my course structure allowed me to hone my skills as an administrator, project 
implementation expert and researcher. I have a proven track record for understanding and applying 
complex theory to business practice and multi disciplinary communication. I have also accomplished a 
long Performance CV; I am an accomplished singer, actor, Master of Ceremonies, presenter and public 
speaker, which has allowed me to represent organisations and stakeholders, and ensure clarity of 
communication in multiple settings. 
 
2013: industry refresher course – project budgets, affordable and effective strategies: Arts NorthWest 
 
2013: industry refresher course – managing adhoc office administrative duties in the project-based world: 
ACPN, Sydney  
 
2013: Micro Business Operations: Certificate III – DEWEER, Armidale. 
 
2013: RSA - Responsible Service of Alcohol 
 
2012: WORKSHOP: Zen Zen Zo physical actors training intensive. Butoh style theatre, Suzuki Method of 
Actor training and the Adler system of four awarenesses. 
 
2012: First Aid Certificate 
 
2010: Do No Harm – Community sensitivity training; Peaceworks. 
 
earlier: Certificate IV, with distinction Advanced studies in Acting, Musical Theatre, Performance and 
Practice, RIPA Newcastle, Certificate III, Theatre Performance and Practice, RIPA Newcastle, 
CERTIFICATE II; Information Technology (Software Applications). 
 
 
 
References: 
 
Rebecca Spence Director, Peaceworks Pty Ltd rebecca.peaceworks@gmail.com 
0417 050 514 
 
Jody Evans  Proprietor, The Food Shed  thefoodshed@live.com 
(+61) 2 6771 2094 
 
(personal reference) Zoe Miller     
0428 726 513 
 
Work samples: 
www.irenelemon1.wix.com/irenestory 
www.lemlorproductions.wix.com/lemlorproductions 
www.moulihandmade.tictail.com 
http://youtu.be/AlkSGTxeOKg 
 


