PAWAN 

CAREER SYNOPSIS
· Highly motivated individual with proven ability to handle multiple functions and activities.
· Good organizing skills & Coordination skills with a proven track record.

· Strong interpersonal skills and ability to work independently or in a team environment and ability to handle the team.
· Ability to manage time well and prioritize work.
CAREER CONTOUR

2015 September to Till Now
Ali Bin Nasser Bin Abdullah Al Humaidi  & Sons Co. WLL

Doha, Qatar
As HR Specialist

· Handling documentation & personal files of employees 

· Co-Ordinate with different Agencies in different country to recruit new employees. 

· Screening the required documents (CV’s, Passport copies, experience certificates etc) of employees.

· Conducting the Interview of screening passed employees through mobile and Skype.
· Send the Job Offer Letter through email to concern agencies.

· Handover the employee’s document to PRO for visa process after getting the signed offer letter.

· Warmly welcome to new employees and give familiar environment. 

· Preparing Joining and Rejoin Report and Sending it to Payroll for salary settlement

· Issuing Offer letters, Project Letters, Relieving letters, Service Certificates, Salary Certificates & other official papers
· Prepare all kind of LPO’s and submitted to account depart for fund requirement

· Collect the fund and forward it to PRO team to do necessary importance and record in system 

· Update day to day report to HR Manager  through email and communication

2014 Dec – 2015 Sep.

Unity Life International Pvt. Ltd

Kathmandu, Nepal
As Sales and Marketing Officer
· 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.
2012 Feb. – 2014 Sep.

Ishan Recruitment Services Pvt. Ltd.

Kathmandu, Nepal

Team-leader (warehouse/logistic)

· Allocates manpower, personnel management
· Maintain daily issuance and receiving of company’s stock on a discreet approach and ensure that all necessary steps are followed accordingly.
· Monitor cycle time, stock position and item prioritization in coordination with merchandising dept.
· Provide status, stock update, monitoring report, weekly and monthly.
· Conduct training and personality development sessions for staff motivation to boost high level performance.
· Deals issue and concerns with regards to after sales, damages, item lost  and broken inventory
· Monitor and control daily inventory of branches sales, stock position, remittances and expenses.
· Plan and manage stock take of all branches as per classification on a step by step process.
2010 Nov – 2012 Jan 

Bhatbhateni Super Market

Kathmandu, Nepal

As a sales advisor
· Customer relation and cashiering, maintain store standards of customer service.

· Assists manager in staff related and customer satisfaction issue, also responsible for setting weekly sales goals and objectives and implementing strategies to see they are met...

· Work on the cash register when needed and change signage in the store to reflect any in-

Store promotions.

· Entrusted of opening and closing the store, along with the responsibilities attached to it.

· Maintain issuance and receiving of store items and in house replacements.

· Monitor stock position, with use of online  real time system, also deal issues with regards to damage, lost and broken inventory
PERSONAL BACKGROUND 

· Name 


: - 
Pawan 
· Date of Barth 

: - 
27 / 01 / 1983

· Gender


: - 
Male 

· Marital Status

: -
Married 

· Nationality 

: - 
Nepalese 

· Language Know 
: - 
 English, Nepali & Hindi
 ACADEMIC QUALIFICATION:

	S.N#
	QUALIFICATION
	SCHOOL / COLLEGE
	BOARD

	1.
	S.L.C
	Triveni Higher Secondary School, Katari, Udaypur
	HMG Board Of Nepal

	2
	I.Sc.
	Central Campus of Science and Technology, Hattisar, Dharan 
	Tribhuvan University


 COMPUTER TRAINING:-
· Microsoft Office Word 2003.
· Microsoft Office Excel 2003.

· Microsoft Office PowerPoint 2003.

· Adobe Photoshop 7.0.
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