Yumisha Bartaula
637/3 Maple Tree Road, Westmead
 M: 0420420538 E: Byumisha@gmail.com
Availability = Full time

Results oriented Customer service and Administration with over 2 years plus of experience in Administration demonstrating excellent customer service and efficient administration and problem-solving skills; Highly reliable and detail oriented with strong capability of forming lasting relationships.

                                                            Education

KING’S OWN INSTITUTION, Sydney, NSW	                  Bachelor of Accounting (2021)

Tribhuvan University, Kathmandu, Nepal	       Management (2017)

                                                                      		
                                                            Experience

Waitress (lobby expresso bar)	2017-2018

Venita	(City of Sydney)	2018- Till Date

Work as a sales representative in Harvey Norman Gordon.

· Ability to use internal and client system for data entry and validation
· Working to clear work in progress report.
· Deliver consistent internal communication across finance and non-finance teams.
· Building a relationship with vendor representatives to ensure on time completion of claims.
· Completion of claim reviews and payment processing on a weekly basis.
· Reconciliation and creating purchase order.
· Time management and sales software proficiency.


Coles, North Sydney
(Online team)

· Printing Tickets and Updating Price under systems 
· Putting tickets in the right place.
· Taking Stocks Updates and matching the stocks on shelf and system.
· Sending Pickups and counting money.
· Serving the customers an assisting and managing the team members at the front office.
· Sending all the pickups to the cash office and creating the end of day sales report.


Professional Skills

· Excellent communication skills, both verbal and written.
· Multilingual with proficiency in English, Nepali and Hindi.
· Competent in using computers and the software once trained.
· Demonstrate problem solving & interpersonal skills with customer service focus and capability to think out of the box to resolve client issues.
· Ability to work as a team player and independently with minimal supervision.
· Proficient in Microsoft office suite, and other PC systems for data entry and extracting information.
· Able to learn new concepts easily and learn quickly.
· Proactive in productive conversations with a friendly, confident, helpful personality.

Personal Details

   Interests in reading self-development books and listening to music

Achievements

IELTS: 7 Overall (Proficient in English Reading, Writing and Speaking)

Reference
Provided upon request
