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	Professional Summary



Dedicated ageing support worker who enjoys providing support and assistance to individuals and groups with needed care living within their commuinity or assisted living center. Able to represent the company or agency of employment with professionalism, courtesy and compassion to clients, families advocates, providers and the public. Proficient in the use of common implements, devices and tools for ageing daily living.
	Skills



	· Strong communication
	· Quick learner
	· Detail Oriented

	· Problem solver
	· Schedule management
	· Record preparation


	Experience



	Customer Service Representative 
Rama Facility Management | Sydney, NSW 
Responsibilities
	December 2022 - Current


· Anticipated guest needs, delivering exceptional customer service to exceed expectations.
· Answered questions regarding company pricing and policies.
· Offered best-in-class customer service with open, accurate and professional communication.
· Created new customer accounts with up-to-date and accurate information.
· Anticipated needs and resolved problems to keep customers happy.
· Managed customer calls efficiently in fast-paced call center environment.
· Handled customer inquiries, payments and service requests.
· Built trusting relationship with customers to better understand needs.
	Office Receptionist 
Akarui Education Consultancy Pvt Ltd | Kathmandu 
Responsibilities
	January 2019 - December 2019


· Verified administrative services efficiency based on in-depth reviews of operational reports.
· Scheduled appointments and documented updates in scheduling software.
· Greeted incoming guests and directed individuals to appropriate personnel.
· Recorded inquiries, complaints and comments as well as action taken.
· Treated visitors with friendly, approachable attitude.
· Documented discussions, messages and actions taken to process inquiries and maintain thorough records.
 
	Education



	High School - Business Accounts
Goldengate International College, Kathmandu 
	December 2016 


 
	Language



	English 
	Proficient (C2)



	
	Nepali 
	Proficient (C2)



	
	Hindi 
	Upper Intermediate (B2)






	Availability



Full time available 
 
	Reference


Name = Binny Gurung 
Position = Regestered Nurse
Phone = 0406912079
Email = Gyinns@yahoo.com  
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PROFESSIONAL SUMMARY 

 

Dedicated ageing support worker who enjoys providing support and assistance to individuals and groups with needed 

care living within their commuinity or assisted living center. Able to represent the company or agency of employment with 

professionalism, courtesy and compassion to clients, families advocates, providers and the public. Proficient in the use of 

common implements, devices and tools for ageing daily living. 

SKILLS 

 

 Strong communication  Quick learner  Detail Oriented 

 Problem solver  Schedule management  Record preparation 

EXPERIENCE 

 

Customer Service Representative  

Rama Facility Management | Sydney, NSW  

Responsibilities 

December 2022 - Current 

 Anticipated guest needs, delivering exceptional customer service to exceed expectations. 

 Answered questions regarding company pricing and policies. 

 Offered best-in-class customer service with open, accurate and professional communication. 

 Created new customer accounts with up-to-date and accurate information. 

 Anticipated needs and resolved problems to keep customers happy. 

 Managed customer calls efficiently in fast-paced call center environment. 

 Handled customer inquiries, payments and service requests. 

 Built trusting relationship with customers to better understand needs. 

Office Receptionist  

Akarui Education Consultancy Pvt Ltd | Kathmandu  

Responsibilities 

January 2019 - December 2019 

 Verified administrative services efficiency based on in-depth reviews of operational reports. 

 Scheduled appointments and documented updates in scheduling software. 

 Greeted incoming guests and directed individuals to appropriate personnel. 

 Recorded inquiries, complaints and comments as well as action taken. 

 Treated visitors with friendly, approachable attitude. 

 Documented discussions, messages and actions taken to process inquiries and maintain thorough records. 
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