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PROFILE


Dedicated customer service representative motivated to maintain customer satisfaction and contribution to the company. Proven ability to establish rapport with clients and exceed sales. Reliable and driven with strong time management and prioritization abilities. Currently looking to join a suitable organization that rewards hard work and oﬀers good opportunities for career development.

SKILLS



· Administration and Management: Knowledge of business and management principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination of people and resources.
· Customer and Personal Service: Excellent knowledge of principles and processes for providing customer and personal services which includes customer needs assessment and evaluation of customer satisfaction.
· Management of Personnel Resources - Motivating, developing, and directing people as they work, identifying the best people for the job.
· Communications and Media - Knowledge of media production, communication, and dissemination techniques and methods. This includes alternative ways to inform and entertain via written, oral, and visual media.
· Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions, or approaches to problems.
· Social Orientation - Preferring to work with others rather than alone and being personally connected with others on the job.
· Technology: Proficient in the use of technology, quick to learn new systems and has competency across many software applications, such as the Microsoft Office Suite, Microsoft Excel, Microsoft word, PowerPoint, Kronos, Lee care & Xero Accounting.


EDUCATION, TRAINING & RECOGNITIONS

· Certificate IV in Ageing Support | TAFE | 2024 
· Assistant in Nursing (Cert III in Individual Support) | 2019
· Master in Business Administration | 2018
· Bachelor in Business Administration | 2013
· Microsoft Office – from beginner to advanced Certificate.



CAREER SUMMARY & VOLUNTEERING



	Duration
	Organization
	Position Title

	· 2019 - Present
	Calvary Aged Care ( formerly known as Japara)
	Administrative Assistant ||Care Team Leader


	· 2019 - 2021
	Sunrise Cleaning Services
	Cleaning Supervisor

	· 2018 - 2018
	United Finance Limited
	Credit Officer

	· 2017 - 2018
	Pancharatna Feeds & Hatchery Pvt. Ltd.
	Marketing Officer






PROFESSIONAL EXPERIENCE



Administrative Assistant
Calvary Aged Care, Brighton Le Sands | 12/2022 – Present

· Preparing, organizing & storing information in paper & digital form.
· Dealing queries on the phone & by email.
· Greeting visitors at reception.
· [bookmark: _GoBack]Arranging travel & accommodations for residents.
· Assisting the Roster manager with Rostering & Payroll in KRONOS.
· Admissions & Discharge of Residents in Lee Care.


Nursing Assistant (Team Leader- Care Qualified)
Calvary Aged Care, Brighton Le Sands | 06/2019 – Present

· Providing personal care and hygiene- shower, bed bath, oral care, grooming, skin care and pressure area care, feeding residents and toileting on scheduled time.
· Understanding of resident’s emotional and physical needs and serving as per the need.
· Maintaining respects and dignity in all aspects of care.
· Taking and recording vital signs.
· Giving medication to residents as per medication charts.
· General knowledge of writing progress notes and documentation about resident care.
· Confident to use diﬀerent hoists, skill of correct manual handling.





Cleaning Supervisor
Sunrise Cleaning Services, Eveleigh Precinct | 03/2019 – 12/2021

· Followed instructions exactly to ensure no mistakes or miscommunications occur.
· Oversee entire cleaning crew, ensuring all cleaning tasks are completed before the end of the shifts.
· Delegate jobs, give instructions and explanations and answer inquiries about cleaning process.
· Create a i-audit report for the manager about the work that has been done.
· Maintain a cleaning success rate of targeted work percentage.


Officer Level Credit In-charge
United Finance Limited, Nepal | 05/2018 – 12/2018

· Handling all loan cases.
· Collateral inspections.
· Reporting directly to Senior Management.
· High volume data entry.
· Collecting Principle & Interest.
· General Administrative Duties.


Marketing Officer
Pancharatna Feeds & Hatchery, Nepal| 05/2017– 05/2018

· Formulate, direct & co-ordinate marketing activities and policies to promote product.
· Direct the hiring, training or performance evaluations of sales staﬀ.
· Initiate market research studies or analyses their findings.
· Use sales forecasting or strategic planning.
· Develop pricing strategies, balancing firm objectives and customer satisfaction.


REFERENCES

Available on request
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