PALESHA SINGH	Auburn, NSW 2144
     0406 302 893 palesha.singh128@gmail.com
PROFESSIONAL SUMMARY
To obtain the position as an active employee, involving responsibility and working with others as a team member as to acquire achievements and growth of the company.
SKILL HIGHLIGHTS
· Software like Microsoft office, PowerPoint.
· Strong verbal and personal communication skills.
· Quick learner, self-motivated and confident.
· Detail oriented with positive attitude.
· Ability to work in team, friendly person and energetic.
· Strong customer service skills and willingness to serve the public.
· Good in English; speaking, reading and writing.
WORK EXPERIENCE 
Guest Service Agent – Cushman and Wakefield, NSW – August 2022 to Current

· Greeting guests on arrival.
· Undertaking front desk service duties.
· Providing visitor passes to the external visitor who are visiting the company for their meeting.
· Coordinating with EA/PA regarding their queries and meeting room booking, placing and arranging catering for the meetings, setting up the meeting rooms as per the event requirements.
· Coordinating with the facilities management with the cleaning requirements and other basic office requirements.
· Acting as a central source of information for visitors during their visit in the office.
· Coordinating third-party services such as office tour, taxi’s booking.
· Handling the incoming mails and arranging the courier for outgoing items.
· Replying the emails and solving their queries/issues.
· Receiving the calls and transferring the calls as per their requirements.
· Welcoming the new starters, creating their passes and allocating the locker for them.


My achievements related to GSA are:
· As the GSA, I have managed to be achieved good customer service skills and have the potential in solving the staff queries.
· Being basically the backbone and front staff of the company, I have achieved active listening, empathy, problem-solving and communication skills.


Certificate III in Individual Support (Ageing and Disability) - St. Vincent’s Care Services

Placement training in St. Vincent’s Care Services - Heathcote NSW – 18th June 2024 to 7th August 2024
·  Provide personal care to elderly residents, including assistance with bathing, dressing and grooming.
· Assist with mobility and exercise, ensuring patient safety during transfers.
· Ensuring patient rooms and wards were clean, safe, and comfortable.
· Assisted nursing staff with patient care including feeding, monitoring, and mobility.
· Support residents with toileting needs, including continence care.
· Assist with transferring residents between bed, wheelchair, or other equipment.
· Learning and using safe manual handling techniques using Sara steady, Standing hoist and Full Body hoist.
· Assist residents who have difficulty feeding themselves. 
· Spent time talking to residents, getting to know them and engaged them in social activities and recreational programs to enhance their mental well-being.
· Learning to use the blood pressure and Blood Glucose Level (BGL) equipment.


Cleaning Staff Member – BIC Cleaning Services and Dimeo Cleaning Services
                            BIC - Parramatta, NSW - November 2020 to June 2022
DIMEO - Wynyard Barangaroo, NSW - April 2018 to August 2022
· Deliver quality customer service to address urgent needs and cleaning requests.
· Organized and used industrial cleaning products following strict safety procedures.
· Used time management and efficient cleaning methods to meet deadlines.
· Emptied trash cans and transported waste to collection areas.
· Having experience of guest service regarding monitoring and maintaining cleanliness, sanitation and organization of assigned work areas.
· Restock and refill the daily refreshment products.
· Monitoring and cleaning the coffee machine with adequate sanitation.
· Placing refreshments prior to the meeting held and maintaining tidiness.
Internship Student - Himalayan Bank Limited
Kathmandu, Nepal

· Reported back to the instructor to receive day to day tasks and responsibilities.
· Communicated effectively with faculty and staff and accepted critiques and suggestions for areas of improvement.
· Interacted with customers by phone, email or in person to provide information.
· Restocked office supplies and retrieved files for staff.


Inventory Management Intern - Bhav Products
Kathmandu, Nepal

· Performed data entry and completed proper paperwork.
· Reviewed inventory to eliminate unnecessary expenses and provide optimal stock level.
· Completed physical inventory counts each month.
· Utilized MS Excel software to prepare and maintain records and reports of inventories, price lists, shortages, shipments and expenditures.
EDUCATION AND QUALIFICATION
●    5.133 PGPA in Master of Professional Accounting (MPA, Federation University,
Sydney Australia, 2020)
· First Aid, CPR Certification and Manual Handling | 2024

· Certificate III in Individual Support (Ageing and Disability) | 2024


REFERENCES

· Priti Sen – Hillview House - 45, Hillview Street, Woy Woy New South Wales 2256
0452 208 545 

· Dhiraj Shrestha RN – St. Vincent’s Care Services – Heathcote NSW.
dhiraj.shrestha@svha.org.au
0431 425 683

· Sabikshya Koirala RN – St. Vincent’s Care Services– Heathcote NSW.
sabikshya.koirala@svha.org.au

