
 

 

I acquired excellent customer service, good communication, organizing records, attention to 

detail, analytical and problem solving skills with the ability to work under pressure. I am also able 

to communicate with people from diverse backgrounds, amiable, flexible, able to work 

autonomously, multi-tasker, punctual, honest, and compassionate.  

I conducted decent research related to customer service and account administration jobs and 

there were numerous jobs available in the Northern Territories.  

While worked at RESIDENTIAL CONNECTIONS PTY. LTD., I was responsible to work as Customer 

Service Representative and had following duties:  

• Responding to customer enquiries via email, phone and social media.  

• Providing excellent customer experiences to all internal and external customers.  

• Attaining and or exceeding KPI's by giving minimum of 15 accounts per day.  

• Maintaining a high level of alertness and professionalism when responding to support 

needs, requests and queries. Ability to close the sale, handle objections and cross selling.  

• Creating and maintaining a good relationship with a various range of different customers. 

During my work tenure at TAXPLANNERS PTY. LTD., I executed my responsibilities as an Accountant and 

Administrator with following core duties:   

• Managed purchase ledger for several legal entities, including registering invoices, coding and 

processing payments.  

• Tracking outstanding debts and negotiating payoff deadlines from the customers. 

• Complete daily sales register and paperwork, and complete bookings and diary management. 

• Processed credit card payments and undertaking accurate data entry duties on Assistant 

(accounting software).  

• Liaising with the Australian Taxation Office (ATO) and other regulatory bodies when required. 

• Processed incoming and outgoing mail and distributing to the appropriate person within the 

business. 

• Maintained adequate stocks of stationery and resources to enable the effective operations of the 

office and the business in general.  

• Screened all telephone calls and responding to a diverse range of internal and external customer 

enquiries.  

• Minimized penalties and fines client would owe by identifying, creating, uploading, mailing 

extensions to ATO and organize final responses.  

• Prepared timesheets for payroll and audit purposes. 

I made appropriate research related to my field of work vacancies present in the Northern Territory and 

managed to obtain the following:   



 

 

 

 



 

 

 

 



 

 

 



 

 

 

 



 

 

 

 

To Get Full Access of this report, please contact our Live chat at www.MyCDRHelp.com 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 


