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SKILLS AND QUALITIES 
Languages: English, Nepali, Hindi

Skills
· Attention to details
· Positive Attitude
· Good communication
· Time Management
· Decision Making
· Teamwork
· Technical Skills: Microsoft Office, Email, Internet, HRMS, Migration Manager software, Data Entry


EDUCATION
Torrens University								Sydney, NSW
Master of Global Project Management (Advanced)				2019-2021

Ace Institute of Management						Kathmandu, Nepal
Master of Business Administration						2014-2017

Ace Institute of Management 						Kathmandu, Nepal
Bachelor of Business Administration						2008-2012

 
WORK HISTORY
Advantaged Care Pty. Ltd 							Sutherland, NSW 
Care Companion 								May 2021-Current 

Responsibilities:
· Assist with residents’ showers, washes, toileting, daily hygiene and bed making 
· Assist with the serving of breakfast, lunch and dinner as per the shift.
· Answering residents call bell. 
· Changing the linen and making sure that room and belongings of the residents are clean.  
· Providing companionship and social support
· Reception duties on requirement.


Southwest Care Services Pty. Ltd							Sydney, NSW
In-Home Care Worker 							Dec 2020 – June 2021						
Responsibilities: 
· Helping with personal care
· Providing domestic assistance
· Meal preparation
· Administering medication
· Providing companionship and social support 
· Housekeeping

KBA Global Pty. Ltd 	                                                                    Sydney, NSW
Part-Time Admin/Visa Support Officer			                    Nov 2019 – March 2020 

Responsibilities:
· Welcoming and greeting visitors; answering inquiries including social media
· Maintaining and updating the company database such as CRM and migration manager
· Assisting admissions officer with the application process along with other administrative works

FroxJob (Frontline Consult Pvt. Ltd)						       Nepal
Client Relation Officer				   			Aug 2016 - Sep 2017

Responsibilities:
· Market research in order to identify new opportunities for business and expand the business
· Communicate frequently with clients on updates, information, concerns and suggestions. 
· Managing payroll of around 700 employees of the top companies. 
· Coordinate with the banks for the transactions. 
· Coordinate with insurance company for the GPA and medical insurance of the employees. 


Ncell Private Limited									Nepal
Internship								 	May 2016 – July 2016

Achievements:
· Conducted survey on ‘Brand Perception of Telecom Operators’ on 1000 sample which showed that consumer still prefer Nepal Telecom over Ncell as it has low call and SMS rate. 
· Conducted telephone survey on 500 subscribers regarding use fraud SIM card which concluded that maximum number of people uses it in remote areas and solve it by converting those SIM into legal. 


Ncell Private Limited									Nepal
Internship						           		          Jan 2012 – March 2012

Achievements:
· Conducted telephone survey on ‘Night Tariff” results on continuing of the service with addition in facilities as subscribers preferred the service. 
· Conduction of Focused Group Discussion on GPRS internet which result in addition of this service on mobile. 
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