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Innovative Rehab
Beverlee C. Melamed & Associates Inc.
Telephone: (289) 554-1299 Fax: (289) 554-9427
www.innovativerehab.ca






Shanta Singh

Rehabilitation Coach
Email: shantasingh@innovativerehab.ca

Professional Profile:

· Outstanding written and verbal communication skills 

· Proven ability to work independently or in a team environment 

· Excellent interpersonal skills 

· Excellent organizational skills

· Superior time management skills

· Demonstrates accuracy by focusing on details in a timely and efficient manner

· Exceptional analytical and problem-solving skills

· Ability to adapt to constant changes in work environment

· Very responsible and reliable

Professional Experience:

Rehabilitation Coach
2008-Present

Beverlee C. Melamed & Associates Inc.

· Assist pediatric clients who have sustained acquired brain injuries and other physical injuries in carrying out components of their rehabilitation programs under direct occupational therapy / physiotherapy / speech and language therapy supervision

· Assist students in self-advocacy – home, school, communication and goal setting with  teachers, community re-integration
· Assist adults with return to home activities, energy conservation, building tolerance for volunteer project or future employment

· Implement therapy programs designed by Occupational Therapist

· Activities of daily living

· Functional activities

· Return to meaningful recreational and leisure activities

· Energy conservation

· Pain and sleep management strategies

· Implement writing, reading, listening, concentration, attention strategies for school age and adult clients 
· In school age populations and individuals returning to education/courses: liaise between teachers, community members, and therapist, provide assistance with homework and assignments, assist with test writing and study strategies, develop and implement after-school programs.

· In employment situations:  Liaise between employers and employees for adaptations, modifications, compensations and adjustments.

· Provide assistance with homework and assignments for improving organization, planning, setting timelines
· Participation in monthly staff training workshops.
Payroll, Benefits and Human Resource Administrator
2004-Present

Cash Money, Mississauga

· Process and administer bi-weekly multi-jurisdictional based payroll for over 600 employees 

· Accurately calculate retro, severance, lieu of notice payments and statutory deductions 

· Maintain and update payroll system

· Modify and create reports using crystal reports

· Reconcile, prepare and process remittances cheques for external organization

· Issue record of employment for employees

· Prepare and reconcile monthly payroll statements, general ledger reports and payroll related entries

· Maintain, update and review employee’s files

· Maintain, update and review enrollment in company group benefit program and RRSP program

· Month end reconciliation

· Provide timely and accurate information regarding pay and benefits to all levels of employees, government agencies or third-party organizations.

· Process various employee payments such as bonus and periodical vacation pay as required.

· Resolve payroll discrepancies by collecting and analyzing information

Teacher’s Assistant
2000

Queens Montessori Academy

· Prepared and taught activities to students

· Assisted teachers in the preparation of class lessons and activities

· Responsible for ensuring the safety of all students 

· Provided assistance to students with regards to homework and various other tasks

· Read to students

Volunteer Experience:

Teacher’s Assistant
1999



Co-op Placement

Malvern Junior Public School

· Provided assistance to two grade three classes

· Prepared students for Provincial Testing
· Create lesson plans
· Provided tutorials and after school help for students with difficulties
Education/Training:

Rehabilitation Coach training and education workshops held by Beverlee C. Melamed & Associates Inc. 
Monthly, ongoing

Human Resource Management, York University, Toronto
2006

Human Resource Management Certificate, Centennial College, Toronto

2008
     

Payroll Manager Certificate, Canadian Payroll Association


2007

Accounting and Payroll Diploma, CDI College, Toronto


2004

[image: image2.jpg]3024 Bur Oak Avenue, Unit 2, Markham, ON, L6B OR1 office@innovativerehab.ca




3

[image: image1.jpg][image: image2.jpg]