CURRICULUM VITAE
SUMEETA SINGH
	
PERSONAL DETAILS_______________________________________________________________________________
Date of Birth: 23 January 1990
Address: 15/23 Methven St Mount Druitt NSW
Phone Contact: +61 424 711 119
E-mail: sumeetamaharaj2016@gmail.com
EDUCATION_AND QUALIFICATION _____________________________
2023 – To Date: Australia Health and Science Institute
Diploma in Community Service 

2023- Advance Studies Australia
Certificate III in Individual Support
First Aid/ CPR training 
NDIS Worker Orientation Module

2020 – To Date: University of the South Pacific
Diploma in Early Child Care Education

2016: Pivot Point Fiji
Certificate IV Ladies Sculpture

2004 – 2008: Swami Vivekananda College 
Secondary School Education

1996 – 2004: Togo Bhartiya School 
Primary School Education

EMPLOYMENT HISTORY__________________________________________________________________________
2023- Better Treat Disability 28-08-23 till date
Practical Exposure in the following areas:
-Provide  personal care, behavioral support, self care and daily living skills, social, and community participation and other support as required.

-Meeting all reporting, documentation, and administrative requirements.
-Assist in meals and cooking meals and assisting the client to eat meal and PEG feeding.
-Providing personal care services according to their individual care plan includes- showering, grooming, such as dressing/undressing, hair care, shaving, bowel care etc.
-Household duties in some group homes (Cleaning, vacuuming, laundry services, changing bed linen, cleaning bathroom.
-Use of mobility e.g.: hoist, wheelchair, shower chair.
-Working individually with the client on a day to day basis in working towards their goals, recording their progress and evaluating and identifying the next steps required to achieve their goals

Head Cashier – Shop N Save Supermarket
November 2008 – February 2016

Practical Exposure in the following areas:
· Monitored the day in day out activities of the Cashiers to ensure that the customers receive satisfactory service;
· Provided training and coaching to cashiers on site and whenever in need;
· Prepared banking for the daily sales income received and performed reconciliations;
· Performed EFTPOS terminal batch settling at end of day and then performed reconciliations;
· Involved in purchasing of office stationery and handling of petty cash expenses;
· Created a positive atmosphere by smiling, greeting and providing a pleasant and friendly environment for customers to shop in;
· Provided customer service by greeting and assisting customers, and responding to customer inquiries and complaints; and
· Monitored, directed and prioritized all store front activities in a fast paced high volume traffic retail environment



Core Qualification and Performance expectations

· Exceptional knowledge of support worker
· Remarkable experience in operating system in a time sensitive environment
· Great Capacity for learning new and more advance method to assist as Caregiver
· Meticulous attention to details in all projects
· Ability to carry out /complete job or task in an organized and timely fashion
· Proficient in all computer programs 
· Exemplary customer service and communication skills
· Skilled with Internet, Microsoft applications (Excel, Word, and Outlook),
· Maintaining a neat and orderly workspace
· Ability to multitask to meet customer/clients need
· Respect the equipment and tools of the trade
· Good attendance
· Coordinate with the supervisor/team leaders for requirements, and when necessary, reorganize to meet changes and updates.
· Monitor patient health
· Inform team leader of equipment problems and provide service on calls when needed.
· Minimize wastage during.
· Familiarity with handling equipment for health checkup.
· Excellent verbal and written communication skills
· Good Mathematical skills.


HOBBIES AND INTERESTS________________________________________________________________________
· Socializing
· Listening to music
· Participation in community based activities
· Making friends
· learning new things 
· 

INTERACTIVE AND OTHER SKILLS______________________________________________________________
· Team player
· Helpful nature
· Friendly
· Good command of oral and written English
· Interactive skills
· Ability to bring the best out of people
· Ability to improve my knowledge and skills to bring high organizational performance and productivity.
· Ability to learn fast, work in a team environment and work with minimal supervisor. 


REFERENCES________________________________________________________________________________________
References will be provided upon request.
