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CV No: 231146

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
PROFILE

 A sincere and very hard working individual with excellent customer service skills. A very good team player, responsible and always ready to take on new challenges also a very quick grasps of subject.

OBJECTIVE
 Seeking a challenging position in office administration with progressive organization that values dedication, outstanding performance and potential for career growth.
EDUCATION QUALIFICATION
· S.L.C (10) Passed from Board of Nepal.
· IA (+2) Passed from Prithivi Narayan Campus
· BA (Bachelor in Arts) in PN (TU)
ACHIEVEMENTS AND TRAININGS       
COMPUTER:-
 Microsoft word, Microsoft excel, Microsoft office outlook, PowerPoint,
TRAINING THROUGH LOGCAPIII
· STEAM (Strategic tactical enterprises asset management)

·  Level-1 Front line customer service.

· Telephone Operating

· Radio Operating 
LANGUAGE:-
· English excellent speaking, reading and writing

· Nepali excellent speaking, reading and writing

· Hindi excellent speaking, reading and writing

WORK EXPERIENCE
Feb 2012 to Jan 2014            Nepal Homes Departmental Store
SALES EXECUTIVE
· Responsible for the tasks delegated by the store manager.

· Ensuring the store is running smooth and operation in the absence of manager.

· Providing support to the manager in planning and executing of all complex activities and tasks.

· Responsible for building goodwill and loyalty from customers.

·  Auditing the work environment to ensure compliance with Health & Safety standards.

· Possessing extensive knowledge of branded products, services and merchandise and working hard to ensure that service to customers is consistently high.

· Involved in service customers, recruiting staff and promoting their continuous training and development.

· Fully accountable for increasing sales, ensuring efficiency and for maintaining the highest retail standards.
February 2007 to 2011          KBR (KELLOG BROWN & ROOT) JOINT BASE BALAD, IRAQ
ADMIN/RECEPTIONIST/DATA ENTRY OPERATOR
· Meeting and greeting customers in a professional manner.
· Receive and relay messages to the related department.

· Conduct safety meeting and make sign in reports.

· Prepare accountability reports.

· Receive and respond emails. Print out work order and send technician on time.

· Responsible for data entry operating Maximo 7.1 (STEAM) and also in spread sheets.

· Responsible for Daily Field Reports, Weekly reports and Monthly Reports.

· Responsible for screening calls, making travel and meeting arrangements.
· Preparing reports and arranging documents

· Training and supervising other support staff.

· Receiving and directing visitors

· Word processing , filing and faxing

· Selecting office vendors and approving office supply purchases

· Basic clerical tasks, such as systematically arranging files, memoranda, invoices and other indexed documents according to an established system.
PERSONAL INFORMATION

Date of birth: 28th Nov 1982

Marital status: Single

Nationality: Nepali

VISA TYPE: VISIT VISA

I have vast experience of working in extreme hostile environments, and can work under pressure and difficult circumstances. I am willing to locate to any country where my services would be needed.
I would like to extend my potential skills and feel that the future employer can provide me with new opportunities where an effective individual can advance through contributing to the system objectives.
I am seeking a challenging, responsible position to continue the professional growth.[image: image1.png]



