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Career Objectives  
To seek further challenges in the career with full dedication and determination in any field within the scope of my abilities, professional experience and qualification for the growth and development of both parties.

Education
· Bachelor in Business Administration (BBA)2015
Jaipur National University (School of Distance Education and Learning)
Rajasthan, Jaipur, India
Authorized Institution in UAE
Brillianz Educational Group

Dubai, UAE
· 12th Grade (High School)2010
Faculty: - Business Management 
Peoples’ Campus
Kathmandu, Nepal 
Training
· Human Resources and Administration Skills2013
Nadia Training Institute

Abu Dhabi, UAE                                                                                        


· Basic Security Guard Training Course
2011/12/13/14
National Security Institute
Abu Dhabi, UAE


· Computer Hardware and Network Engineer
  2011
Aptech Computer Education
Kathmandu, Nepal


· Small Hotel Management
 2009
Everest Manpower Training Centre

Kathmandu, Nepal

Work Experience 
Spark Security Services LLC.                                                                                                             November 2011 to till date
Position: - Security Officer (at GEMS Cambridge High School)
Roles and Responsibilities
· Receive the direct visitors and guide them accordingly and provide required information about business operation.
· Safety and security of People, Property and Information by patrolling property, monitoring surveillance equipment, inspecting buildings, and access points, permitting entry. Obtains help by sounding alarms.
· Coordinate with school administration and facility management team to create a safe and secure environment for student and all staff. 
· Coordinate with the government official (Police, Civil defense, ADEC) to maintain safety standard of organization and its environment. And call the police in case of any emergency incident.

· Prepare daily activity log and report any unusual activity/incident to the authorized person according to the nature of the incident. 
Kathmandu Infosys Educational Consultancy Pvt. Ltd.

Position: - Abroad Study Counselor/Public Relation Officer                                                       July 2009 to August 2011
Roles and Responsibilities
· Help students to select study program and university.

· Provide all information to student and parents regarding admission and Visa processing.

· Assist student and parents throughout the entire process.

· Coordinate with Universities regarding new admission.

· Collect catalogs and update information regarding the abroad study.

· Monitor public opinion about the organization or particular issues.

· Maintain excellent relationship with the client and another consultancy.

· Assist the student in getting all government documents required by Immigration and University.   
Kathmandu Infosys Educational Consultancy Pvt. Ltd.
Position: - Front desk Assistant                                                                                                          March 2009 to July 2009

Roles and Responsibility.
· Welcomes visitors by greeting them, in person or on the telephone and provide the required information. 
· Answer phones and operate the switchboard.
· Coordinate mail inflow, outflow and office activities.
· Develop and maintain a current and accurate filing system.
· Scan and copy necessary documents.
Skill Set

· Typing speed:42 WPM

· Excellent in all windows operating system.
· Skilled in all MS Office application and various Adobe application.

· Excellent use of Email and Internet in professional manner.
· Well versed in use of general office equipment.

· Information analysis and presentation skills.

· Basic knowledge of UAE labor law.
· Fluent in three languages (English, Hindi, and Nepali)
· Professional manner under all circumstance.
· High value for Empathy, moral and ethical judgement.

· Ability to work on own initiative.

· Quick learner with high problem solving skills.

· Ability to adopt new environment, Ability to lead and be led.
· Good listener, Team worker, hardworker and Honest.
· Optimistic, Persistent, Self-motivated, Motivator and trustworthy.
Personal detail

· Date of Birth: - 23/08/1990                      Visa Status: - Residence (sponsored by Spark Security Services LLC)                                 

· Nationality: - Nepalese                        Gender: - Male         

· Marital Status: - Single
References and qualification certificates are available upon request.
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