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Objective
To use my skills and knowledge in your dynamic Team with high ranking which offers a challenging and  learning opportunity, for long term personal development and career growth.

Academic Qualification
· Bachelor of Business Studies  from Tribhuvan University Nepal ( 2010)

· Intermediate level (+2) in Management from Higher Secondary  Education Board of Nepal (2007)

· School Leaving Certificatefrom HMG Board, Nepal (2004)

Training and Certification

· International English Language Testing System (IELTS) 

· Basic Banking Training Course from All Nepal National Free Students Union. June 2009 

· Web designing from Nims Institute Nepal 

· Three month Training on Cooking  (continental, Indian, Chinese & Italian) from Kantipur Hotel Training Centre (1/2/2009 to 30/4/2009)

· Customer service

· Food and hygiene training

· Manners and Etiquette training

· Knowledge in Micros.

· Cocktail training.

Experience
Secretary/Sales coordinator (20t h October till present)
Primary Duties:
· Assist the director and carry out his instructions.

· Making sure the various appointments and meetings on the schedule are kept straight.

· Scheduling meetings, taking minutes and providing other secretarial support.

· Coordinating and attending meeting along with the Directors and drafting minutes.

· Maintaining key corporate documents and records.

· Managing paper and electronic filing systems, handling and routing mail.

· Maintaining and developing relationships with existing customers in person and via telephone calls and emails.

· Acting as a contact between a company’s director and its existing and potential markets.

· Assisting the sales team, focusing mostly on managing schedules and the distribution of any sales documentation.

· Working closely with the Sales team to assess the progress of the department and develop Sales strategy accordingly.

· Interact closely with members of other departments i.e. purchase, finance, project and IT department to find ways of streamlining sales order processing to meet company objectives.

· Retaining good working relations with existing suppliers and attempt to secure more favorable contract terms for future business.

· Actualizing marketing strategies, handling contracts and maintaining business communications with clients before, during and after a sale.
· Attending team meeting and sharing best practice with colleagues.

· Producing reports on progress within the department and Outline any developed strategies to improve.

Sales Agent at MadinatJumeirah(29 April 2012 to 02 October 2013)

Duties and Responsibilities

· Answers the telephone correctly and promptly.

· Takes the orders and accomplishes the captain order in accordance to the standard.

· Practices suggestive selling to boost room service sales.

· Follows up on the waiter on the prompt delivery of orders.

· Calls the guest to inform actual time of delivery, in case of delay, in the absence of the Supervisor.

· Follows up on the waiter for tray collection (pick up).

· Checks with the guest to confirm satisfaction and reports to the immediate supervisor, in case of guest complaints.

· Keeps herself aware of Hotel activities, in-house VIPs and outlets’ promotion.

· Knowledgeable on all food and beverage items in the menu and special menus, its’ ingredients, method of preparation, portion size and presentation.
· Knowledgeable on the availability of food items in the menu.

· Consistent in the performance of all standards and procedures in room service.

· Assists the Captain Waiter in updating the VIP board, the amenity delivery charts, etc.
· Coordinate with the other service staff and kitchen staff in the performance of work.
· Responsible for handling the cashiering duties and responsibilities in room service.

· Responsible for requesting and maintaining the par stock for guest supplies and office supplies in room service area.

· Responsible for maintaining the cleanliness of the desk, telephone set and cash register area.

· Capable of operating all the equipment in room service area.

· Performs other duties and responsibilities assigned by the immediate supervisor, which leads to guest satisfaction.

Waitress in Mercure Gold Hotel(Dec2010 to 10 April 2012)

Duties and Responsibilities
· Welcome our guest with big smile.

· Check guest' identification in order to ensure that they meet minimum age requirements for consumption of alcoholic beverages. 

· Escort guest to their tables

· Present menus to guest and answer questions about menu items, making recommendations upon request. 

· Take orders from guest for food or beverages.

· Write guest’s food orders on order slips, memorize orders, or enter orders into computers for transmittal to kitchen staff. 
· Check with guest to ensure that they are enjoying their meals and take action to correct any problems. 

· Prepare checks that itemize and total meal costs.

· Describe and recommend wines to guest.

· Bring wine selections to tables with appropriate glasses, and pour the wines for guest.

· Make sure customer receives the service needed.

· Give positive answer for guest question; complain.
· Prepare tables for meals, including setting up items such as linens, silverware, and glassware. 

· Perform food preparation duties such as preparing salads, appetizers, and cold dishes, portioning desserts, and brewing coffee.

Office Assistance in Reaction Nepal(Jan2008 to Sep2009)
Duties and Responsibilities 

· Answer telephones and transfer to appropriate staff member.

· Meet and greet clients and visitors.

· Create and modify documents using Microsoft Office.
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.
· Handle the test preparation department

· Prepare results of International English Language Testing System 

· Maintain hard copy and electronic filing system.
· Setup and coordinate meetings and conferences. 
· Provide office orientation for new employees.
Sales and Marketing in Kudos International(April 2006 to Nov 2007)
Duties and Responsibilities
· Maintain and develop good relationship with customers through personal contact or meetings or via telephone etc.

· Must act as a bridge between the company and its current market and future markets.

· Display efficiency in gathering market and customer info to enable negotiations regarding variations in prices, delivery and customer specifications to their managers.

· Help management in forthcoming products and discuss on special promotions.

· Review their own performance and aim at exceeding their targets.

· Record sales and order information and report the same to the sales department.

· Provide accurate feedback on future buying trends to their respective employers.

Language Known
· Nepali

· English
· Hindi
Special Skills

· Well knowledge about internet 

· Knowledge about MS-Word2007, MS-Excel2007, Power point, Photoshop, Web page designing.

· Excellent communication skills - ability to communicate at all levels of the business in a professional manner 

· Excellent interpersonal skills 

· Ability to translate complex information into simple language for others to understand   

Strengths and Abilities
· Hard working and dedicated.

· Quick learner, self-motivated.

· Able to work under pressure.

· Organized Team Player.

Personal Details
Date of Birth 
: 28.05.1989

Gender
:
Female

Nationality
: Nepali

Religion 
: Hindu

