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CAREER SUMMARY
Best utilize my gained knowledge and excellent soft skills as an enthusiastic and innovative team member in order to meet objectives of any organization I will be working with
PROFILE
· Self-motivated, hardworking and goal-oriented with a high degree of flexibility, creativity, resourcefulness, commitment and optimism

· Comprehensive multifunctional experience pertaining to Customer Services, Back Office Management, Operation, Record Management, Secretarial skill and good Communication, Verbal as well as written

KEY COMPETENCIES
· Administration
· Operations Management
· Client Relationship

· Resource Management

· Accounting

· Credit Control

· Payment & Disbursements

· Program Management

· Customer Need Analysis

· Analytical Skills

· Coordination

WORK HISTORY
Nepal                 





         Dec 2014 – Mar 2016

Assistant Accountant
· Fully accountable for accounting software 
· Preparing daily day book and ledger
· Maintaining the cash in daily basis
· Managing the payroll for the staff and office 
· Preparing the daily plan for the work schedule
· Preparing the balance sheet and cash flow for the company
Nepal SBI Bank Limited, Commercial Branch, Kathmandu                              Aug 2014 – Oct 2014
(Knowledge of functioning of various departments in the Bank- Short- term Internship)
· Fully accountable for printing Various types of cheques for various account types and extracting data from system

· Fully accountable on the procedure of remittance 

· Understand  the functioning of letter of credit and cash department

· Research and identify the effective measures that are undertaken to serve the bank customers

· Gain knowledge on the procedure of credit approval and rejection in the bank

· Accomplished responsibility to work in operation departmentof bank

· Coordinated successfully in filling account opening form for individual, companies, joined account firms, fixed deposits

Swabalamban Laghubitta Bikas Bank Ltd. Rajbiraj Branch, Rajbiraj
Nov 2009- Feb 2011  (Junior Assistant accountant)
· Gain knowledge on the procedure of unsecured credit approval and rejection in the bank
· Fully accountable on the procedure of Development bank

· Coordinated successfully in visiting the site for collateral inspection and credit approval 

· Accomplished responsibility to work in flexible time with diversified environment
ACHIEVEMENTS
· Research Project Report Writing about Loan Management of Standard Chartered Bank Nepal Ltd.
EDUCATION

BBA-Banking and Insurance                                                                  First                 2015

Pokhara University, Atlantic International College, Galkopakha, Kathmandu
Intermediate Level                                                                                      First                  2011

HSEB, Shree Laligurans Higher Sec. School, Rajbiraj

SLC                                                                               First2009

Nepal Board, Durga Sec. School, Rajbiraj

TRAINING
· Personality Development and Career Strategy
· Computer Basic Course 

· Tally Gold
IT SKILL

·  Fundamental & Operating system, Windows, MS Word, Excel, Powerpoint, Email & Internet

· Tally

· Typing(English)
· Understand the operating of Banking software- Finacle
PERSONAL DETAILS

Date of Birth           :3rd Sep 1992
Gender                     :Male
Status: unmarried 
Nationality               : Nepali
Language Known  :Nepali, English, Maithili, Hindi
REFERENCES are furnished upon request
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