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 Name         :    PRAVIN 

Visa Status :   Employment

      A determined, well organized and reliable team player who has over 7 years experience within the Administrative/Sales Executive. Experienced in driving change, seeking out new responsibilities as demonstrating strong leadership skills. An excellent time keeper, who is extremely approachable yet tactful person who is quick to respond to opportunities. 

Current 
            June 2015 - Present
Employment
   Devices LLC

	
	                                       Administration/Sales Executive
· First point of contract with dealing with telephone enquiries/emails or face to face.

· Maintaining attendances records of staff.

· Preparing the log and ensuring it is up to date.

· Provide information about the reports and documents.

· Follow up on customer’s payments.

· Preparation of Certificates for the awards and rewards.

· Ensuring notice boards are kept updated.

· Solving customer’s problems.

· Filling the outstanding payments.
· Sending quotation to the customers.

· Any other duties as and when required.

Employment      September 2009-2015
History               KM Trading Shopping Center LLC

· Focus on sale, giving the right information about the product to the customer.

· Making the requisition of stock.

· Follow up on customer’s service issue.
· Solving customer’s issue
· Providing quotation to the customers.
· Any other’s duties when required like stock inventory.
    June 2008-September 2009

         Counter sales

· Managing day to day tasks unsupervised.

· Daily stock arranges.

· Displaying items.

· Dealing with customer.

· Handling customer issue and reporting to the manager.
Personal Details:
 
       

D o B       
      :         9 Nov 1973

 

Gender               :
      Male

Nationality
      :
      Nepali

Marital Status    :         Married
     

Language           :         English, Hindi, Nepali and Arabic Basic

Computer skill   :          MS Office, word, Excel, Power point.
 Interests            :         Collect post stamps, bank notes , Listening music,                                                                                                                                                                                            evening walking,  watching movies
Education 
· Bachelor in Commerce(B.COM),from Tribhuvan University, Nepal

· Certificate Level(PCL),from Tribhuvan University Nepal
· School Leaving Certificate(SLC) ,from Nepal SLC Board

  I certify that the above given information is true and correct. To be a part of an organization where in my skills abilities would be fully utilized for the organization and which will help me improve them, and be an asset to my future endeavours.Any time any further information, please do not hesitate to contact 

PRAVIN
CV NO: 1688118

Click to send CV No & get contact details of candidate
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