HARMANDEEP KAUR MAND
Address:  2 Yurunga Ave, Narara, NSW, 2250
Mobile: +61 (0) 431921647
Email: mand.harman21@gmail.com


Career Objective

Seeking a role where I can optimize my skills to contribute to improve the quality of care and strong multitasking skills and fast learning ability ensuring contribution to the organisation. 


Key Skills Summary

· Advanced computer skills including Microsoft office developed while working as an Assistant Accountant Intern
· Excellent written and verbal communication skills
· Strong attention to detail and analytical skills with can do attitude
· Able to thrive in a fast-paced, high-volume work environment
· Great team player demonstrated by working as carer at Aged Care
· Proactively seeks solution to problem
· Always keen to learn new skills


Education 

Professional Year									        Jan 2019 – Nov 2019
Performance Education, Sydney
Key Skills: Professional Workplace Writing and Communication, Australian Workplace Environment and Culture

Master of Professional Accounting						                       Mar 2017 – Jul 2018
Holmes Institute, Sydney
Key Achievements: High Distinction in Corporate Accounting, Distinction in Accounting for Business Decisions Finance for Business, Statistics and Research Method

Master of Business Administration							         Mar 2017 – Jul 2018
Holmes Institute, Sydney
Key Achievements: Distinction in Business and Enterprise Capstone project

Bachelor of Technology (Electronics and Communication Engineering)			          Jul 2010 – Apr 2014
Punjab Technical University, Punjab, India


Employment History

Specialised Dementia Carer and Support Staff						            Jul 2020 – Present
Hammond Care, Erina
Specialised Dementia Carer						      		          Sep 2018 – Jul 2020
Hammond Care, Wahroonga
Key Responsibilities:											
· Delivering care according to the requirements of the clients’ individual care plan
· Maintaining and updating care activities and client status in clients’ notes and ensuring completion of all documentation while maintaining confidentiality
· Working as Support Staff (at Wahroonga): making sure everything is in place and tidy at back of house
· Ensuring a professional and reliable service by demonstrating consistent accuracy and attention to detail in the receiving of goods

Assistant Accountant Intern 								          Jul 2019 – Oct 2019
Development Beyond Learning Pty Ltd, Sydney

Key Responsibilities:
· Data entry of payable accounts and receivable accounts using XERO
· Assistance in preparation of monthly payroll
· Preparing end of month bank account/credit card reconciliation
· Making Unpaid Invoice Summary Reports and Cash Balance Report weekly
· Checking bank account transactions and reconcile in XERO on daily basis
· Creating invoices for clients and external vendors in accordance with contract agreements
· Dealing with potential tax affairs in both Australia and Offshore accounts (i.e.: UK, China, America)
· General finance administrative tasks
· Filing and record maintenance

Crew Member    	 							           	      Mar 2017 – Apr 2018
McDonald’s, Waitara
Key responsibilities:
· Demonstrated excellent customer service skills in a busy, highly competitive sales environment
· Applied teamwork abilities to finish the orders, collecting money and organising the stock  
· Awarded with crew member of the month for continual high level of customer service
· Effectively used the Electronic Menu system


Volunteer Work

Volunteer										      May 2014 – Sep 2015
Punjab, India

· Mentored local youth to complete homework requirements especially in Mathematics, Science and English


Personal Attributes

Communication skills:
· Proficient communication skills developed while working closely within a team at McDonald’s
· A good listener who also can consult with others and make decisions 

Time management skills:
· Experienced in working within tight deadlines to meet targets while serving a high volume of customers
· Ability to prioritise duties and achieved a distinction grade during my academic project at university

Enthusiastic, hardworking, and eager to learn:
· Reliable and trustworthy with a strong work ethic and values
· Goal Oriented, and obtained a credit average at Holmes Institute



Language Skills

Fluent in English, Punjabi, Hindi, and Urdu
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