
Chi (Jackie) Cheng
Jccheng1125@gmail.com  |    0424 542 998    |    Richmond, NSW 2753
Summary	Friendly and customer-focused professional with retail experience, skilled in providing great service and handling transactions. Quick learner who works well in fast-paced environments, ensuring smooth operations and a positive customer experience
Skills and Abilities
Customer Service & Communication
· Strong interpersonal skills with the ability to engage with customers and provide excellent service.
· Attentively listen to customer needs to ensure a positive experience.
Teamwork & Leadership
· Experienced in coordinating events and managing teams through leadership roles at UC Irvine, including organizing volunteer programs and campus events.
· Ability to work collaboratively in a fast-paced environment while maintaining efficiency and attention to detail.
Organization & Problem-Solving
· Proficient in handling transactions, managing resources, and ensuring smooth daily operations.
· Skilled in MS Word, Excel, and PowerPoint, with the ability to maintain organized records and reports.
Bilingual
· Fluent in English and Mandarin
Clinical Placement Experience
Westmead Rehab 14/04/25 – 02/05/25 (96 hours)
· Completed clinical placement at Westmead Rehabilitation Hospital, providing direct care for 15-20 residents of the care unit assisting with patient care, hygiene, mobility support, and supervised medication administration.
· Performed patient assessments including vital signs, wound care, blood glucose level and neurological observations.
· Collaborated with multidisciplinary teams to support rehabilitation goals and discharge planning.
· Maintained accurate documentation and used therapeutic communication to provide patient-centered care.
Blacktown Hospital Respiratory Ward 05/05/25 – 16/05/25 (80 hours)
· Assisted with patient admissions and discharges, including assessments and documentation.
· Administered IV therapy (with additives), removed cannulas, and dispensed medications under supervision.
· Gained hands-on experience with CPAP/BiPAP machines and supported care for patients with complex respiratory conditions.
· Performed respiratory assessments, monitored oxygen therapy, and maintained accurate clinical documentation.
Working Experience
Barista at Sharetea 
Richmond, NSW | March 2025 – Now
Key responsibilities
· Delivered exceptional customer service by warmly greeting guests, answering questions, and ensuring a positive in-store experience
· Accurately prepared and served a wide variety of bubble tea beverages
· Handled customer concerns and special requests professional and ensuring satisfaction
· Maintained a friendly, fast-paced service environment during peak hours to minimize wait times
· Ensured a clean, welcoming, and safe store environment by adhering to hygiene and food safety standards
· Worked collaboratively with team members to support smooth daily operations and consistent service quality
Office Manager at Smart Hua, Inc
Taipei, Taiwan | March 2020 – December 2024
Key responsibilities
· Provided excellent customer service by handling inquiries, addressing concerns, and ensuring customer satisfaction.
· Managed transactions and maintained accurate inventory levels through regular stock checks.
· Processed orders, returns, and documentation efficiently to support smooth daily operations.
· Utilized communication skills to engage with customers via phone, email, and chat, ensuring a positive brand experience.
· Worked in a fast-paced environment, balancing multiple tasks while maintaining attention to detail.
· Contributed to promotional campaigns or events online that increased customer engagement and brand visibility.
Financial Fund Analyst at Rockport Development Inc
California, USA | May 2018 – November 2019
Key responsibilities
· Reviewed and processed financial documents with accuracy, optimizing efficiency. 
· Collaborated on data analysis, workflow improvements, and portfolio monitoring. 
· Excelled in fast-paced environments, multitasking while ensuring attention to detail.
Office Assistant Intern at Coldwell Banker
California, USA | July 2017 – April 2018
Key responsibilities
· Assisted in preparing materials for housing campaigns and online marketing. 
· Provided customer service support by handling inquiries via phone and email.
HR Operation Specialist at Joyetech USA, Inc
California, USA | April 2017 – July 2017
Key responsibilities
· Investigated and resolved workplace issues or conflict with professionalism and sensitivity, documenting incidents in reports. 
· Partnered with the senior HR team to communicate company handbook and policies while ensuring payroll accuracy by evaluating timecards and confirming all final payroll. 
· Collaborated with department managers to develop comprehensive training programs tailored to meet the needs of each individual team member. 
· Assisted in the development of performance management systems, including goal setting, performance reviews, corrective action plans, and disciplinary procedures.
· Sourced candidates through database mining, internet searches, direct sourcing, and internal referrals. 
· Investigated workplace issues with professionalism and sensitivity, documenting incidents in reports
Education
Master of Nursing (Pre- Registered) from Western Sydney University
Hawkesbury | Expected Graduate in January 2027

Bachelor of Science 
Quantitative Economics, Statistic from University of California, Irvine
California, USA | Graduated April 2017
Bachelor of Arts
Psychology and Social Behaviour from University of California, Irvine
California, USA | Graduated April 2017
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