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CAREER SUMMARY:

To utilize my skills and knowledge in the interests of the organization and secure a bright future in the field of administration department as well as sales and marketing have an impressive and convincing way of communication very determined and goal oriented to meet and surpass the target, organized as well as creative with full of fresh and new ideas confident, enthusiastic, hardworking and a quick learner. 

WORK EXPERIENCE:                                                                                                         

5 years of professional experience in Supervising Document controlling and Data encoding including the field work, team work and with team leading capabilities to achieve the deadlines of the Company’s project.  

COMPANY
:
 CAD ARENA

TENURE
:
 July 2013 – July 2014

POSITION
:
 Data Entry Operator

COMPANY
:
 SAPIENS BUSINESS SOLUTION

TENURE
:
 December 2012 – June 2013

POSITION
:
 Supervisor

COMPANY
:
 WINGS ELECTRICALS LLC

TENURE
:
 June 2012 – November 2012

POSITION
:
 Follow up clerk

COMPANY
:
 MACRO INFOTECH

TENURE
:
 2012 – 2012

POSITION
:
 Data Entry Operator (NPR)

COMPANY
:
 ASIAN INFOTECH PVT. LTD.

TENURE
:
2011 - 2012

POSITION
:
 Field work supervisor

COMPANY
:
 M.D.D.A

TENURE
:
2010 – 2011

POSITION
:
Data Entry Operator

JOB DESCRIPTION:

· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.

· Entering data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format.

· Maintains data entry requirements by following data program techniques and procedures.

· Secures information by completing data base backups.
· Contributes to team effort by accomplishing related results as needed.
· Providing quotations to clients including the terms and conditions.

· Making invoices and purchase orders for customers.

· Follow up on corporate customer payments .
ACADEMIC QUALIFICATION:

· Pursuing Graduation from HNB Garhwal University.

· Intermediate from N.I.O.S Board

· High School from I.C.S.E Board

PROFESSIONAL QUALIFICATION:

· Diploma in Computer Application (Java, C++, HTML, Ms Dos, Web designing)  

· Diploma in Computer Accounting Tally 7.2

· Advance Ms Office (Word, Excel, PowerPoint)

· Typing speed 30 Wpm

PERSONAL PARTICULARS:

Nationality

:
Indian

Date of birth

:
05 March 1988

Language

:
English, Hindi & Nepalese

