
	Susmita Adhikari
Home address: 56b Skaife Street, Oran Park 2570 NSW
Email address: Adhikarisusmita0000@gmail.com
Phone number: 0422616304

	Summary
	Recently certified aged care IV student seeking for a permanent role as an assistant in Nursing (AIN) within the aged care industry. Enthusiastic team player excited to get a start on the rewarding industry of helping others while making a career for myself.


	Competencies 
	Certificate IV in Ageing Support (2023)


	Skills and training
	Office administration, customer service, medical billing, Microsoft office suite, manual handling, first aid.


	Experience 
	Aged Care Carer, (Placement)
Pembroke lodge, Minto
Key responsibilities:
· Providing personal care, companionship, and emotional support to elderly clients.
· Assisted with activities of daily living, including bathing, dressing, grooming, feeding and chores.
· Observed proper lifting technique for obese clients using hoists and machinery.
· Assisting transfer between wheelchair and bed.

Online Team Member,
Woolworths, Oran Park (April 2023- Present)
Key Responsibilities:
· Customer service, Stacking, manual handling, RF scanning, packing orders for collection.

Medical receptionist and transcriber 
Chitwan Model Hospital (2019-2022)
Chitwan, Nepal 
Key responsibilities: 
· Maintaining daily schedules for doctors and clinical staff members 
· Making appointments for patients for follow up and yearly visits as well managing electronic medical records 
· Fielding phone enquiries from new and existing patients 
· Coordinating with physicians, nurses and office personnel to enhance patient flow and minimize wait times 
· Communicating with team members and patients with compassion, empathy and kindness 
· Conducting patient billing and managed equipment and medical supplies inventory 
· Performed as medical records transcriber dictating doctors medical notes with accuracy and without discrepancies 


	
	Computer operator and medical transcriber 
Gorkha Government Hospital (2016-2019)
Nepal 
Key responsibilities: 
· Demonstrated proficient skill in Microsoft word, Powerpoint and Excel 
· Maintained accounts, billing information and conducted essential data entry for doctors and clinical staff. 
· Entered complex and time sensitive information in a time efficient manner without discrepancies and errors in data entry.

Gorakhkali FM 93.8 mgh (2017) 
Radio Jockey  
Key responsibilities:
· Demonstrated excellent ability to communicate with listeners, present commercials, conduct interviews, arrange playlists and generate key interest in the show

	
	

	


References 
	

Kabir Shrestha- Facility coordinator, Pembroke lodge- 0433020198
Loren [Pembroke Lodge] - M: 041052866
Rajan Khatiwada: Aussieglobe academy, Placement Coordinator- 0420498555 
Archana Bista (RN) - 0404542504


	
	

	
	



