Email: kunwarsuraksha4@gmail.com
Mobile: 0452 657 056
King Street, Paramatta NSW 2150
Suraksha Kunwar ( Su ) 
CAREER OBJECTIVE: Enthusiastic, personable with years of experience providing clients with the highest degree of customer service and administrative job.
	Skills & Abilities
	· Excellent Interpersonal Skills
· Positive attitude and excellent communication skills.
· Good knowledge of Customer care.
· Adaptability and can work Independently 
Conflict resolution          Microsoft Office 
Accounting                      Record Keping and Data Base Management 
CRM Management           

	Professional Experience
	
(Certificate iv)- in ageing support- 
SOuthern Cross Care- Carer role
Key Responsibilities: 
· Assisting residents with hygiene care – Showering, toileting, Shaving, Oral Hygiene, dressing and feeding. 
· Assisted residents with mobility and communication needs. 
· Observing and reporting if any changes in residents health and normal behavior to RNs.
· Assisted residents' families with their concerns and directed to RNs if required.
· Attended documentation such as hygiene, bowel, ROD, observations, sight chart, etc. With the help of Team Leader. 
· Responded to the needs of residents. 

 Adminisration Assitant , 
extratech pty ltd, NSW SYDNEY (Feb 2022- PRESENT) 
Key Responsibilities:
· Answering inbound or making outbound phone calls
· Coordinate and manage records and databases
· Manage administrative systems, processes, and policies
· Processing payments or documentation through a system
· Assist customers in processing orders through both our easy online ordering system and via email
· Resolve customer problems over phone and email. 
· Follow up online leads to create bookings in clinic.
· Help manage customer response processes and standards, ensuring that feedback is addressed through to resolution in a timely and professional manner.
· Manage office calendar and meeting 


Customer Service 
Beer Deluxe, Domestic Sydney Airport (Jan 2022- Current) 

Key Responsibilities 
· Maintain an accurate cash drawer throughout the night and be able to
· account for all discrepancies in the final drawer tally
· Mix all drinks based on the serving sizes as outlined in the company.
manual to keep drink costs at a minimum.
· Excellent knowledge of in mixing, garnishing, and serving drinks
· Develop an efficient work pace that keeps the customers at the bar and in
the dining, room always satisfied.
·  Prepare alcohol or non- alcohol beverages as per Request of patrons.
· Interacting with customers, taking orders, and serving drinks.
· Processed cash, credit card and voucher payments.
 Maintaining compliance and responsible drinking practices.
· Check customers’ identification and confirm it meets legal drinking age.
·  Keep bar area clean in accordance with the company’s guidelines as well as the requirements of the local health department
· Restock and replenish bar inventory and supplies.
· Answered patrons’ inquiries and relayed information.



	Education
	
	 Institution
	Degree(s) 
	
	

	Western Sydney University
	Bachelor of Nursing
	
	

	CAP-I (Foundation Level)
	The Institute of Chartered Accountants of Nepal

	
	
	


 


References: 
Upon Request

