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CAREER OBJECTIVE
Aiming to achieve a challenging position where I can make significant contribution to the organization using the knowledge and experiences I have acquired.


   PERSONAL INFORMATION
Date of Birth

: 13/04/1976

Nationality

: Nepalese

Marital Status

: Married

Languages Known
: English, Hindi, Bengali, Assamese & Nepali.

Country Visited

: India, Singapore, and Dubai.

Expected Salary
: Negotiable

Notice Period

: Can join immediately.


ACADEMIC QUALIFICATION
· Passed Master's Degree in English from Tribhuwan University in the year 2001 AD.

· Passed Bachelor's Degree with Major English Subjects in the year 1997 A.D.

· Passed Proficiency Certificate Level (P.C.L.) in Arts stream in the year 1994 A.D.

· Passed School Leaving Certificate (S.L.C.) examination in the year 1991.


   WORKING EXPERIENCE
· Worked in the post of Sales Officer at Hotel De La Annapurna, Kathmandu from 2006 to 2007. 

· Worked in the post of Time Keeper & Camp Facilitator at DUBAI METRO PROJECT (JTMJV) from 2008 to 2010.

· Worked at Dugar Group of Companies, Nepal as an Assistant Store Manager, from 2010 to 2011.

· Worked as Assistant Co-ordinator- Teacher, at High School, Nepal, from 2011 to 2014.
IT Skills
· Attended Computer Courses on DOS/Windows/Office packages etc.

· Completed Computer Proficiency Hardware Course.
Skills & Trainings
· Relevant experiences in an office management role.
· Able to deal with a multitude of people efficiently.

· Knowledge about administration and team leadership.

· A proactive self-starter, who can use initiatives in difficult situations and demonstrate the ability to manage deadlines effectively
· Good skills at English typing & letter/mail correspondences.
· Able to score 6.0 rating in International English Language Testing System (IELTS).

    Declaration

        I Certify that the above are true and  correct to the best of my knowledge and ability.  If given a chance to serve you, I assure you that I will execute my duties for the total satisfaction of my superiors.
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