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SUMMARY

Profile


Male, 24, Single
Nationality

Nepalese
 WORK EXPERIENCE

Dec 2013- Oct 2014
Prabhu Bank Pvt. Ltd. 



Jr. Asst. Trainee 

· Provide banking assistance to bank customers in handling their deposits and payments.

· Assist and support bank administration in its operational issues. 

· Gather and analyze financial and related data of customers. 

· Assist banking personnel in preparing and checking bank documents and statements.  

· Liaise between banking personnel and customers. 

· Verify and inspect loan documents and customer credentials. 

· Promote and cross-sell banking products and services to customers. 

· Assist supervisor in ensuring compliance of security and banking policies and guidelines in banking assistant functions.

· Answering questions in person or on telephone

· Reconciling Bank Statements and Accounts  loan coupons and other transactions

· Assisting supervisor in making drafts, opening LC etc

Aug 2012- Oct 2012
Surya Nepal Private Limited 
Internship
· Carry out market research on a particular brand of Surya Nepal and reporting to internship supervisor.

· Presentation and organization of data using Excel in graphs and tables

· Prepare the research report and point out the major findings and conclusion. 

Mar 2011- Aug 2012
Tamas Restaurant and Bar 
Accounts Executive/ Assistant and Storekeeper 
· Prepares requisitions for supply purchases and prepare food supply budget.

· Check figures, postings, and documents for correct entry, mathematical accuracy, and proper codes. 

· Record, store, access, and/or analyze computerized financial information. Maintain accurate electronic spreadsheets for financial and accounting data. 

· Classify, code, and summarize numerical and financial data to compile and keep financial records, using journals, ledgers, and/or computers. 

· Prepare, maintain, and distribute statistical, financial, accounting, auditing, or payroll reports and tables. 

· Complete period-end closing procedures and reports as specified. Prepare, review, reconcile, and issue bills, invoices, and account statements according to company procedures.

· Managing and maintaining supplies and inventory, Supervise daily activities  to ensure safe and efficient storage, in-stock position

· Supervise and ensure correct ordering, receiving, unloading, storage, and rotation of merchandise, keeping the stock between Min & Max. Quantity, avoid expiry and waste and return it to supplier if applicable.

· Storage of all goods in standrad order within by FIFO or FEFO

· Supervising the clean and safe unloading of arriving supplies, performing quality control on all arriving goods and carefully inspecting supplier's deliveries in terms of quality and quantity and comparing those with the Purchase Order.

Jan 2010- Mar 2011
Meridian Health Care Centre Pvt. Ltd. 
Assistant Administrative and Public Relation 
· Records management: Manage the filing, storage and security of documents

· Administer and monitor the financial system in order to ensure finances are maintained in an accurate and timely manner

· Administer employee files and records in order to ensure accurate payment of benefits and allowances

· Maintenance of HR information system regarding attendance, payrolls etc

· Store-keeping and inventory records

· Supervise customer service, marketing and respond to inquiries

· Manage the repair and maintenance of computer and office equipment

· liaising with and answering enquiries from media, individuals and other organisations, often via telephone and email;

· researching, writing and distributing press releases to targeted media;

· preparing and supervising the production of publicity brochures, handouts, direct mail leaflets, promotional videos, photographs, films and multimedia programmes

· managing and updating information and engaging with users on social media sites such as Twitter and Facebook;

EDUCATION

	Passed Year
	

	2013
	Kantipur City College, Kathmandu, Nepal.

Purbanchal University, Nepal.

Bachelors in Business Administration, GPA 3.28

	2008
	Lincoln Academy, Kathmandu, Nepal.
HSEB, Nepal. 
Percentage 64.48%

	2006
	Mahendra Adarsha Vidhyashram, Kathmandu, Nepal.
HMG Board, Nepal.

Percentage 70.14%


SKILLS, EXPOSURES AND TRAINING
· Have good IT skills. 

· Good  command in using Office tolls such as MS-Office, Spreadsheets etc 
· Familiar with accounting tools: SPSS, TALLY and banking software Pumori III Plus.
· Computer troubleshooting and Hardware-networking.
· Linguistic ability:

· Mother tongue: - Nepali, Newari

· Other Language: - 

	Language
	Ability

	
	Reading
	Writing
	Listening
	Speaking

	English
	A
	A
	A
	B

	Hindi
	A
	C
	A
	B


Levels: Proficient (A), Intermediate (B) and Basic (c) user
· Field Report writing on “PRODUCT ANALYSIS” of Surya Nepal Private Limited as the partial fulfillment of BBA curriculum on 7th June, 2011.

· Active participation as the “Managing Editor” in publication and promotion of the college in-house magazine “Management Scholars”.
· Participation in “Business Idea Competition” organized by KUSOM in its annual festival 2011.

· Attended the workshop “Advertisement and Publication” from Prof. Rama Krishna Regmi held on 15th February 2012.
· Participated in workshop “Leadership” from Mr. Manohar Man Shrestha Trainer, freelancer held on 2066/11/29.

· Participated in workshop “Consumer Behavior Practices” from Mr. Sujan Raj Shrestha, Marketing Manager, Himalayan Snacks and Noodles, held on 2066/4/11.

· Attended in workshop “Global Market Practices” from Mr. Subhas Chandra Baral, Sr. Trade and Marker Development Officer, Surya Nepal Private Limited, held on 2068/2/14.

· Participated in workshop “IT and e-Business in Demand” from Avejay Joshi, IT Expert, Australia held on 2068/4/4.
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