 Kabita Maharjan
                                             Address:   235, Macquarie St Hobart 7000
                                                                         Mobile:      0450 079 669
  Email:       kabi_nature@yahoo.com.sg
 
Career Objective 

Accounting graduate seeking a position as an accountant in a finance department where I can apply my knowledge and skills for my career. My goal is to contribute my experience and excellent time management and customer service skills. 

Key Skills Summary 

 Trained in use PUMARI Software during employment at NMB Bank. 
 Confident at reporting daily financial transactions
Familiar with Balance Sheet, Profit and Loss
Statements employment at Bishal Kantipur Co-Operative Ltd.
Intermediate user of Easy Software, Puma and proficient computer skills including Excel, Word and PowerPoint
Solid knowledge with Mercury during volunteer at Falcon Holmes Loans

 Personal Attributes 
	
Communication skills
Communication and interpersonal skills developed while working within a diverse team at Terrey Hills Nursing Home
An active listener who also has the aptitude to consult with others and make decisions 
Built empathetic communication skills when patiently interacting with residents in the aged care facilities

Time management skills 
Proficient in functioning within limited deadlines to meet goals while assisting a large volume of customers
Developed time management skills through prioritising urgent tasks and working on important projects first

Education
Professional Year									       Sep 2017– Aug 2018
Performance Education, Sydney 
This program is recognised by CA/CPA and SMIPA and assists graduates in enhancing their employability by developing Australian workplace skills and professional business communicate
Achievements:
Completed 3-months internship in Falcon Home Loans – Being organised and able to meet deadlines 
Best Employee at Terrey Hills

Master of Professional Accounting and master’s in business administration	         Nov 2014 – Mar 2016
Holmes Institute, Sydney
Key achievements: High Distinction gained in Financial Accounting and Taxation 

Master in Business Study                                                                                                                         Jun 2008  – Dec 2011 
Trivhuvan University, Kathmandu, major in Finance

Bachelor’s in business accounting 							          Aug 2004 – Nov 2007
Trivhuvan University 
	

Employment History

Community Support Worker                                                                                                 Apr 2020-Current 
Anglicare Inc., Hobart 

Visit client homes in-term of care and daily support
Take to client for shopping to purchase their daily necessities
Take to client hospital and maintain time for medical appointment
Chat with client for emotional support and help to entertain them
Help client to cook their meal and domestic cleaning 

Care Worker 										           Jun 2014 – Sep 2019
Thompson Health Care, Sydney										
Demonstrated excellent service through using interpersonal and communication skills with clients
Responsible for looking after residents requiring a high level of care and compassion
Training new staff in daily processes and procedures 
Achieved Certificate 3 & 4 in Aged Care

Administrative Support Officer, Care Worker, Kitchen & Laundry                                                                           	                                                                                                                                                                           Mar 2018-Sep 2019    
Catholic Health Care                                                                            
Rostering staff forth nightly, familiar with Time Target, e-case 
Handling calls in regarding customer and staff 
Date entry in regarding to pay roll, Knowledge about Basware and review invoices and respite 
Worked as Care worker during short staff

General Accountant									           Mar 2010 – Jan 2011
Bishaal Kantipur Co-operate Ltd 
Generating daily accounting transactions and recording them in Easy Software
Preparing quarterly financial reports by formulating Trial Balance, Profit and Loss Accounts and Balance Sheets
Explaining interest rates and potential financial institutions to suit clients’ needs

Assistant Micro Finance 								            Jun 2011– Sep 2012
 NMB Bank 
Explained meaning of Micro Finance to clients and benefits of its on their small business 
Visited clients and kept financial records of them
Outing training and explained how Micro loans did would be distributed and effective their business life
Issued loans in between members and frequently visited for reviewing 


Volunteer Work

Glenview Community Service				                           		            Oct 2019 – Present
Volunteering organisation to support resident daily activities, for example provide emotional support during visit. Encourage to resident participate cooking activities, Playing cards and balls.

Mentored dementia Section in term of their daily activities and communicating problem and aware about social issues. Participated in a team project to build a community vegetable garden.

Achievement: 
Awarded a certificate of acknowledgment for involvement in volunteer work in Kathmandu.
Employee of the month, MOOC from University of Tasmania, Certificate III in Supporting People      
Living with Dementia, Working with Vulnerable People



References 
Jenny Jones                     						
Director of Nursing
Terrey Hills Nursing Home (Thomson Health Care)
Tel:(02) 9450 1719, E: Don@thc.net.au

Jovi Pilapil
Residential Manager 
Lewisham Aged Care (Catholic Health Care)	 
Tel: (02) 91655500, E: jpilapil@chcs.com.au


Karen Parsell
Volunteer Team Leader
parsell@glenview.org.au
Glenview Community Service	
(03) 6277 8800 

Anglicare Tasmania Inc.
Daniel Eastaway
Employee Relations Coordinator
P: (03) 6213 3556 | M: 0491 696 602 
daniele@anglicare-tas.org.au
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