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Profile Summary
· To join a dynamic and progressive organization, offering ample opportunities of Health care, where I can enhance my professional skills and excel in my field.

Professional & Academic Education

· High School from Punjab, India 2004
· Diploma of computer softer ware 2 years
· Khalsa collage of women Ghumar mandi Ludhiana(Punjab)2007
· English vocational course India Punjab(2008)
· Commercial cookery 2009 carrick institute (2009)
· Diploma of Business management
· Advance diploma of management
· Diploma of HR management
· Cert III in aged care from Quality care, West Ryde NSW Australia 
· Cert IV in aged care from community collage of Narrabeen. NSW 


Professional Experience
Manager at subway (20 Aug 2009 to 30 Sep 2013)
·  Demonstrate a  complete understanding of menu items and explain them to guests accurately. 
· Use Point of Sale system/cash register to record the order and compute the amount of the bill. 
· Collect payment from guests and make change. 
· Perform Cash-In Procedure- accounting for all forms of money, bread, etc., during the shift. 
· Prepare food neatly, according to formula, and in a timely manner. 
· Check products in sandwich unit area and restocks items to ensure a sufficient supply 
· Understand and adhere to proper food handling, safety and sanitation standards  .
· Clean and maintain all areas of the restaurant to promote a clean image. 
· Understand and adhere to the 3-step method for cleaning.
· Train junior staff
· Roster staff according to availabilities provided by them.


Recptionist at Thai restaurant (15 Jan to 20 Dec 2013 )
· Greet customers in a courteous and professional manner, welcome them to the restaurant, and attend  to their inquiries before handing them to a waiter who will take their orders.
· Receive incoming calls with courtesy. Display confidence in communicating with callers, and answer their questions correctly.
· Handle phone conversations with clients in the most professional manner, even when under duress, to meet customers’ needs and satisfaction.
· Scheduling client bookings  and understand the booking system .
· Receive booking orders from clients, check the records for availability of tables, and processes clients’ requests accordingly.
· Ensure that bookings are ready before the arrival of clients to avoid awkward situations of clients coming to meet no tables.
· Inform diners of the number of customers waiting for tables, urging them to hurry up in order not to keep them waiting for long.



Assistant in Nursing (18 Oct 2013 to 01 Jan 2016)
		                                                                                                          
Completed 80 hours as work placement from Alexandra Nursing home Brookvale.

· Assist client with their daily independent living skills with in their homes. 
· When necessary assist client with personal care. Read write appropriate reports reviews as required.
· Work with in policies procedures and statutory requirement of Alexander Aged Care.
· Give regular feedback on the care and significant issues for the day to the organization.
· Attend planning and review meetings. Take part in regular staff and supervision meetings.
· Attend training as directed.  To be at all times aware and vigilant regarding duty of care to clients and       staff.
· To be aware of and sensitive to cultural and spiritual needs of client.
· To administer bedside and personal care to clients such as aid in ambulation, bathing, personal hygiene, and dressing and undressing. 
· To plan and prepare meals and special diets, and feed or assisted in feeding clients. 
· To assist the residence in mobility and other services like laundry.
· To ensure residents are washed, dressed, fed and ready for educational and recreational activities.
· To organize and participate in educational and recreational activities.
· [bookmark: _GoBack]Administer medication with elderly people.
· To supervise residents during domestic activities such as dining, toileting.
· Started work as café manager NOV 2016 to Nov 2018.
· Started work as café all-rounder Oct 2019 to till date.

Computer Skills
· Microsoft Outlook, Word, Excel, Power point.

Professional Reference
· Anne Doyle medication Education officer (RN) 0411284639
· Manoli (owner of café) 0444531392
· Stuart Selvage Owner of subway 0411331279
· Clare duggin  0415989319
