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	PROFESSIONAL SUMMARY

	Compassionate caregiver with +2 years of experience working in an assisted living facility. Passionate about elder care, skilled at managing schedule and keeping client as active as possible. Culturally sensitive with the ability to provide physical and emotional supports to the client.

	SKILLS SUMMARY

	             Technical Skills
	             Soft Skills

	· Advanced Excel, Intermediate Word, PowerPoint 
· Accounting Software (XERO, HandiLedger)


	· Exceptional analytical and problem-solving skills
· Time management
· Excellent written and verbal communication skills
· Initiative
· First-aid and CPR
· Fire safety and emergency



	EDUCATION

	
	

	Australian Technical and Management College, Australia
Professional Year (Accounting)
	10/2021 – 10/2022

	
Cube Institute, Australia
Certificate III in Individual Support (Ageing & Disability)
	
10/2020 – 04/2021

	
Holmes Institute Sydney, Australia 
Master of Professional Accounting (Advanced)	
	
07/2018 – 03/2021

	
Tribhuwan University, Nepal 
Master of Business Management (MBM)	
	
2014 – 2016

	

EMPLOYMENT

Optimal Taxation Services Pty Ltd, Parramatta        Taxation Office       
Junior Accountant (Internship)

	


	

	· Maintain accounting ledgers by verifying and posting account transactions
· Verify vendor accounts by reconciling monthly statement and associate transactions
· Reconcile completed work by verifying entries and comparing system reports to balances
· Carried out bank reconciliation activities and managed several client accounts independently
· Create Excel spreadsheets to facilitate business metric



	Wood Port Aged Care, Central Coast 
Care Service Employee

	Aged Care Home
	            06/2021- Present

	· Provide a broad scope of essential domestic, social, respite and personal care services 
· Uphold high care standards by following procedures, maintaining accurate documentation of medication charts, incident reports and daily progress notes.
· Maintain a positive, empathetic, and professional attitude 
· Use problem solving skills and critical thinking to contribute to care plans 
· Support the team in creating structure 


	Pyrmont Seafood, Sydney 
Production Worker

	          Seafood Exporters
	          6/2018 – 03/2021

	· Packing and Labelling 
· Monitoring quality of batches 
· Maintain a positive, empathetic, and professional attitude towards customers
· Provide administrative support to the Manager
· Preparing the required invoice for the order
· Order picking and packing of fresh and frozen seafood orders
· Support the team in creating structure to support future growth


	COMPETENCIES
	
	

	
	

	Communications
	Effective communicator with strong interpersonal and organisational skills demonstrated by good stakeholder communication in all work roles.


	Time Management
	An adaptable individual with the ability to work independently and team environment. Demonstrated professional manners, which resulted in receiving positive feedback from team members and management.




VOLUNTER EXPERIENCE

Part of the team who organise the celebrations for the 25th anniversary of the university of  Tribuwan
· Arranging decorations, setting up room 
· Organising food and dancing programs 
· Assisting with publicity and organising sponsorships 


REFERENCE
Therese Gimenez – Care Manager @ Wood Port Aged Care – 0428660241
Sushmita Thapa – Registered Nurse @ Wood Port Aged Care - 0416804529




