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PROFESSIONAL SUMMARY
Motivated and energetic Master of Professionals graduate with knowledge and skills in administration and bookkeeping. Recently finished my aged care course with caring attitude centred on treating all residents with dignity and respect. Geared with a combination of dynamic organizational skills and excellent time management skills with the ability to independently priorities, multi-task and deliver demanding operations in diversified environments. Performance-oriented, reliable, and dedicated to team success.

SKILLS
Team Work
Time Management
Flexibility
Computer proficiency

EXPERIENCE
March 2024- Personal Care Assistant , Aurrum Aged Care, Terrigal Drive
· Provide  residents with assistance as they accomplish daily tasks, including bathing, eating, dressing, grooming and using the restroom
· Maintain all care records in accordance with company policy and audit care records weekly to ensure accuracy
· Communicate any problems, concerns or issues to residents’ family members  as needed
· Ensure all patients take medications as directed by health care providers
· Build rapport with residents by establishing personal connections and showing interest in their lives
· Respond to any safety or medical issues
· Lead daily group and individual activities for entertainment

December 2023-March2024 Food Service Assistant , Aurrum Aged care, Terrigal Drive 
· Food preparation for residents at breakfast, lunch, dinner and other services required 
· Serving and presenting meals as per the Aurrum menu and presentation standards
· Ensuring safe and hygienic working practices
· Cleaning and maintenance of kitchen and general hospitality areas

August 2023- January 2024 Shop Assistant, Harris Farm Market , Erina Fair 
· Greeting customers and providing information about products
· Restocking shelves, organizing products, and keeping the sales floor clean
· Processing customer payments and handling complaints
· Providing shopping advice and recommendations
· Receiving, unpacking and arranging new shipments from suppliers and vendors
· Identifying customers’ needs and recommending suitable shop items that best satisfy their needs

September 2017 – May 2023 ,Supervisor, GOR Trading post News Agency and tatts lotto Retail Shop , Apollo Bay, VIC 
· Organize all store operations and allocate responsibilities to personnel.
· Kept all areas clean, organized and in line with company professional standards.
· Monitor stock levels and purchases and ensure they stay within budget.
· Supervise and guide staff towards maximum performance.
· Recruiting the new staff and maintain the safe work environments all the times.
· Creating and maintaining all payrolls records.
· Preparing and completing the weekly payroll on QuickBooks.

 December 2022- May 2023,  Bookkeeper,  Great Ocean Road Brewhouse, Apollo Bay, VIC
· Data entry of accounts payable/Receivables invoices 
· Ensuring invoices are authorised in accordance with the company purchase order and authorisation policy .
· Timely remittance pf payment to creditors.
· Liaising with creditors as required.
· Creation and maintenance of all payroll records.
· Preparation and completion of weekly payroll on Xero
May 2019- December 2020, Retail Assistant , Apollo Bay Foodworks, Apollo Bay, VIC
· Maintained team efficiency with well-stocked and organized office supplies.
· Enhanced customer satisfaction with fast, knowledgeable service.
· Served customers by going above-and-beyond to offer exceptional support for all needs.

November 2016- October 2017, Supervisor, Apollo Bay Wine Bar and coffee Shop ,Apollo Bay, VIC 
· Scheduling Staff and delegating tasks.
· Ordering Food, alcohol and cleaning supplies.
· Supervising the preparation, display and delivering of food and drinks and maintaining quality and service standards.
· Ensuring Prompt and friendly customer service.
· Hiring, training and managing staff.
· Maintaining good relationships with suppliers. Responding to customer feedback.
 

February 2015- October 2016, Laundry Assistant, Millward Aged care, Blackburn Rd, VIC
· To wash, dry , fold , iron and deliver all households linen and personal clothing and ensure all is kept in a good and clean condition.
· Communicating with the residents and staff and managing the work environment in a systematic way to ensure workload is completed .
· Worked independently and reporting any maintenance issues immediately.
· Taking reasonable care of health and safety.

January 2013- January 2015, Coordinator , Hilton Hotel, Melbourne VIC
· Covered daily office workloads through effective staffing and resource coordination
· Motivated employees to continuously grow knowledge and enhance abilities
· Worked effectively with diverse team to accomplish daily objectives and meet long-term goals

January 2010-September 2012, Banking Officer, Kist Bank limited , Nepal 
· Overseeing the daily operations at banking establishments
· Ensuring efficiency and client satisfaction
· Gathering and analysing requests
· Providing consultations
· Processing client requests
· Producing progress reports
· Monitoring the operations for correct accounting procedures
· Developing relationships with banking customers
· Accepting customer deposits or posting deposits to customer accounts
· Collecting deposits from business account holders to manage cash flow
· Being knowledgeable about different banking policies that are essential to guide a customer.
· Handling Foreign Currencies and  day to day cash transaction. 



EDUCATION
· Certificate Iv in Ageing Support with Medication
· Certificate in Xero Advanced packages 
· 2016Professional Year Program QIBA, Australia, Melbourne, VIC, Australia
· 2015Master of Professional Accounting Charles Stuart University, Melbourne, VIC, Australia



WORKING RIGHTS
Full working rights ( Citizen of Australia)

LANGUAGES
· English, Nepalese and Hindi 

REFERENCES
· As per Request
		   









