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Profile: Performance driven and detail oriented with relevant experience in Administrative and Secretarial Field. Personal Strength includes Communication Skills, adaptability, Self-confidence, Optimism and extensive knowledge of MS Office applications. 

WORK EXPERIENCE

(2014 – 2015)
Larsen & Toubro, Doha, Qatar
Administration Officer
Project: Export Gas Compression Facility Upgrade – Dolphin Energy, RLIC, Qatar
(Reporting to: Resident Construction Manager)
Duties and Responsibilities:
1. Provide general clerical and administrative support to all departments ie, Administration, IT, Planning, Civil, Mechanical, Electrical & Instrumentation, Plant & Machinery etc.
2. Preparing and keeping records of workmen & Staff details and Coordinating with Group HR for visa/Residential Permit issuance and renewal.
3. Maintaining records of workmen & Staff Medical, Safety induction.

4. Preparing Permits & Gate Passes for the Site Facility within the Industrial City.
5. Forwarding & Coordinating Service requisition, requests for Repair & Maintenance of various departments of L&T and Client (Dolphin Energy Limited).
(2008 – 2011)
Al Muftah Fiberglass Products W.L.L, Doha, Qatar
Sales Secretary
(Reporting to:Factory Manager / Marketing and Sales Manager)
Duties and Responsibilities:

1. Providing efficient Administrative support to Manufacturing and Marketing &
Sale Section.
2. Preparing Inter-office memos, circulars, and maintain records. Coordinating with 
Group HR, Finance& IT Departments.
3. Handling Company Petty cash, Preparing & distributing Monthly Incentive.

4. Providing general clerical and administrative support to Factory Manager / Marketing
& Sales Manager and the concern departments. 
5. Providing efficient clerical support to Manufacturing and Marketing & Sales Section 
which includes technical and commercial correspondence i.e. Letter of 
acceptance, Preparation of Quotations, reports and other documents.

6. Systematically Maintain, Safe keep and compile the following records as per ISO 9001 

Standard:

a. General/Technical correspondence, Letters, Memos, reports & other documents.
b. Quotations, Customer Inquiry, Status of Quotations etc.
c. Technical Write-up, Method Statements, MSDS, Local Purchase Order (LPO)

​
(2006 – 2008)
East West Overseas Ltd, Kathmandu Nepal


HR & Administration Assistant

Reporting to: Managing Director
Duties and Responsibilities:

1. To assist the Recruitment Supervisor / Managing Director in coordination and administration of the following Recruitment process;

2. Preparing & maintaining records of correspondence, Quotations etc.

3. Administering pre-selection tests, conduct initial interviews.

4. Conducting new employee orientations and administering pre-employment tests.
5. Providing guidance regarding the suitability of applicants.
6. Ensuring all recruitment activity is undertaken in accordance with the Government Immigration & employment requirements, Visa processing and follow-up.

7. Follow-up and co-coordinating with Preliminary and selection interviews.

8. Any other clerical support to the Managing Director.
EDUCATION

Bachelor of Business Administration






2006

Bharath Institute of Higher Education & Research
Kathmandu, Nepal

Senior School Certificate Examination






2001
Delhi Public School, B.P.K.I.H.S
Dharan, Nepal

School Leaving Certificate







1999

Vijayapur Boarding High School

Sunsari, Dharan, Nepal

PERSONAL DETAILS
Date of Birth
:
30-03-1982

Nationality
:
Nepali

Maritial Status
:
Single
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