                                               RESUME 
Name:                      Prabjot Kaur	
Address:                  5 Stephenson Drive
                                  Ropes Crossing, NSW 2760
Phone:                     0423035777
Email:                      prabjot_pta@yahoo.com

PERSONAL QUALITIES: 
Ambitious person.
Possess excellent Communication and Interpersonal skills. 
Very punctual, discipline and reliable. 
Always keen to learn new things and show initiative. 
Good time management skills.
Proud to work safely. 
Strongly believe in quality work. 

 ACADEMIC QUALIFICATION: 
 Course: Certificate 4 in Work Health and Safety
 Institute: Sydney Academy
 Period: Feb. 2021- Nov. 2021

 Course:  Bachelor of Nursing,
 University:  Western Sydney University
 Period Feb. 2017- Dec. 2020

 Course Diploma in Business Administration,
 Institute:  Pacific College of Technology 
 Period: 2010- 2011

 Course Diploma of Community Welfare Work, 
 Institute: TAFE Granville, Australia 
 Period: 2008-2010

 Course Certificate III in Aged Care, 
 Institute: Aus. - Biz Services, Parramatta  
 Period 2008

 Course:  Bachelor’s in arts, 
 University: Kurukshetra University Haryana 
 Period 2001-03



PROFESSIONAL WORK EXPERIENCE 
CERTIFICATE III IN AGED CARE (Assistant in Nursing)
Duration: 140 Hours work Placements 
Employer: Southern Cross Care Marian Nursing Home
Duties: Assist patient with showering, toileting, oral hygiene, dressing
            Assist Patient with feeding
            Assisting patients with their mobility and communication needs
            Applying simple wound dressings


DIPLOMA OF COMMUNITY WELFARE WORK (Support worker)
Duration: 160 Hours work Placement: 
The Hills Holroyd Parramatta Migrant Resources Centre
Duration 240 hours work Placement: The Lorna Hodgkinson Sunshine Home Blacktown.
Duties: Personal hygiene facilitation 
            Helping with meal preparation
            Shopping tasks
            Coordination of social events
           Accessing community facilities


BACHELOR OF NURSING (REGISTERED NURSING) 

Placement 1 (PPE 2-80 HOURS)
Duration: 80 hours work placement (Aged care facility) 
Employer: Hawkesbury Living Pty ltd
Duties: Documentation of vital signs
           Patient assessment
           Personal Care
           Assisting with meal consumption
           Changing bed sheets and clothing

Placement 2 (PPE 3-160 HOURS)
80 hours work placement (Hospital)
Employer: Nepean Private Hospital (Orthopaedic) 
80 hours work placement (Hospital)
Employer: Blacktown Hospital (B45 Surgical)
Duties: Prepare Medication
            Prepare Patients for Theatre like Assessments, Post- operative care
            Assess Patients OBS, BSL and Administer Sub-cut Injection 
            Prepare Progress Notes and Handovers

Placement 3 (PPE 4- 160 HOURS)
80 hours work placement (Hospital)
Employer: Nepean Hospital (E31 ward)
Duties: Prepare Medication
 Assess Ballvac Drains and DC
 Check and Documentation of vitals, ECGs and BSL
 Prepare Progress Notes and Handovers

72 hours work placement (Hospital)
Employer: Westmead Hospital (D3d Surgical Close Observation Unit)
Duties: Documentation of vitals and BSL
 Prepare Medication and documentation
 Administer Sub-cut Injection
 Prepare Progress Notes and Handovers
 Prepare Discharge forms

Placement 3 (PPE 5- 160 HOURS)
120 hours work placement (Hospital)
Employer: St John of God Hospital (Richmond)
Duties: Mental Health Progress Notes
            Prepare MSE, Admissions and Discharges
            Prepare Discharge Care Plan
            Attend ECT and Recovery stages
            Prepare Medication and Check Vitals

72 hours work placement (Hospital)
Employer: Mt. Druitt Hospital (1C Subacute Rehab)
Duties: Administer Medication with RN
            Documentation of Vitals and BSL
            Prepare Progress notes
            Patient Dressings
            ECGs and Handovers
            Assess patient ongoing healthcare needs


Placement 4 (PPE 6- 160 HOURS)
80 hours work placement (Hospital)
Employer: Blacktown Hospital (A61- Newborn Care)
Duties: Documentation of Babies Vital Signs
            Feeding Babies with Bottle and NG Tube
            Take Care Babies with CPAP
            Prepare Progress Notes
            Prepare Medication 
            Handovers

80 hours work placement (Hospital)
Employer: Mt. Druitt Hospital (1B Short Stay/ Suba)
Duties: Medication with RN
            Documentation of Vitals and BSL
            Perioperative assessment
            Assess patient condition
           Prepare Progress Notes and Handovers

EMPLOYMENT HISTORY 
Employer                    RN with Heritage care (Kingswood)
Period:	                       2022(April) - Till Now
Main Duties:              Observe and assess patients.
                                     Administer treatments and medication.
                                   Monitor and report symptoms and changes in patient 
                                    Status.
                                   Maintain complete and accurate patient record.
                                  Modify treatment plans where indicated.
                                  Advise patients on health maintenance and preventative 
                                  Medicine.
                                  Provide educational, emotional and psychological support to
                                  patients and family members.       
                                  Maintain a safe and clean working environment in            
                                  compliance with healthcare procedures and regulations.
                                 Adhere to infection-control protocols.
                                 Follow medication administration and storage procedures and 
                                 Regulations. 
                                 Check and maintain nursing supplies inventory.



Employer                   Admin Officer with Elite Accountants pty ltd
Period:	                      2017- Till Now
Main Duties:             Answering call; taking messages
                                    Dealing with emails enquiries
                                    Diary Management and arranging booking or appointments
                                    Data entry and bookkeeping
                                    Providing administration support to senior managers
                                    Arranging internal and external events

Employer:                  Care Services employee with Baptist care. 
Period:                         2016-2017                    
Main Duties:               Support client living in their own home  
                                    Such as personal care and providing respite care. 
                                    Provide transport to and from medical appointments,                                                                   
                                    grocery shopping and social activities

                           
[bookmark: _Hlk92877867]Employer                    Project Manager with Elite Accountants
Period:                          2012-2015                    
Main Duties:                Responsible for the planning, design, 
                                      Execution, monitoring, controlling and 
                                      Decision making for project.                                                 

[bookmark: _Hlk92877917]Employer                   Worked as an Assistant in Nursing in Aged Care sector
Period:                         2008-2012                    
                                   
Main Duties:                Assist patient with showering, toileting, oral hygiene,                  
                                       dressing and grooming, Preparation of table over bed Safe   positioning of   patients to receive meals, Assist with cutting up food and opening packages, Physically feeding patients who are unable to do so for themselves under the direction of the RN Assist patients to transfer from bed to chair, Assists patients to change position in bed, Assists nurses with patient transfers and manual handling
       
                                                                  
VOLUNTEER WORK 
2015                      Support worker with Baptist care. 
Main Duties:        Support clients for shopping, helping people feel valued,           
                              Cared for and active within their communities.
                              Present a positive and friendly approach to all clients

PROFESSIONAL ACHIEVEMENT & SKILLS
Completed Med Safe online learning from The CPD Standards.
Completed Hand Hygiene online training from Hand Hygiene Australia in March 2020. 
Completed First Aid Certificate 2019. 
Strong administration and multitask oriented skills. 
The ability to remain calm and perform appropriate actions in time of crisis. 
Reference:
      Harpreet Kaur (Register Nurse)
      Ph: 0412 634 043

      Hamid Ali Saroha (Director of Elite Accountants)
      Ph: 04021 47 233
