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Summary
_________________________________________________________________________________________________________________
I am a dedicated and compassionate professional with experience in providing high-quality care to elderly individuals, ensuring their comfort, safety, and well-being. My strong communication and interpersonal skills, along with my ability to tailor care plans to meet individual needs, allow me to build trust and provide effective support. I am committed to maintaining the highest standards of care, working collaboratively with families and healthcare teams to enhance the lives of those in my care.


_________________________________________________________________________________________________________________
Skills
_________________________________________________________________________________________________________________

- Communication Skills
· Strong verbal and written skills for interacting with clients, families, and teams.
· Ability to listen actively and convey information clearly.
 - Patience
· Allow clients to complete tasks at their own pace.
· Respond calmly to challenging behaviours or situations.
- Personal Care Assistance
· Assist with daily living activities (e.g., bathing, dressing, toileting).
· Provide care in a respectful, dignified manner.
 - Time Management





- Teamwork and Collaboration
· Work well with healthcare professionals, families, and other caregivers.
· Share information effectively and contribute to team care plans.
- Cultural Sensitivity
· Respect and understand diverse cultural backgrounds and traditions.
- Record Keeping and Administrative Skills
· Maintain accurate documentation of medical records, and activities.
· Ensure compliance with reporting and care protocols.
- First Aid and Emergency Response
· Possess basic first aid and CPR skills.
· Respond quickly and appropriately in medical emergencies.









_________________________________________________________________________________________________________________
Experience
_________________________________________________________________________________________________________________

11/2022 – Current
General Administration Assistant and Receptionist, Pacific Hills Christian School, Dural
· General Office Duties
· Administrative Support in Various Departments
· Managing Calls and Directories. 

09/2024 – Current
Receptionist, Crane Road Medical Centre, Castle Hill

03/2021 – 2024
General Administrator and Receptionist, Pre-Uni New College, Epping
· 
· Greeting and Attending to Clients
· Managing Calls, Emails, and other Inquiries 
· Appointment Scheduling
· Material Preparations
· Office Supply Management



_________________________________________________________________________________________________________________
Education and Training
_________________________________________________________________________________________________________________


06/2022
Working With Children Check (WWCC)
WWC2285936E
EXP 03/06/2027
2007
Bachelor of Applied Psychology
Canberra University, Canberra ACT



2024
CHC 33021 Certificate III in Individual Support
Ageing and Disability

_________________________________________________________________________________________________________________
Additional Activities and Skills
_________________________________________________________________________________________________________________
· 
· Proficiently Fluent in Korean
· Coordinated as a Sunday School Staff for 6 years
· Serving and caring elderly members of church (Volunteered since 2019)

