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Curriculum Vitae
Manoj 

	Objective:


To work effectively and efficiently with an organization. Face the challenges and implement the ideas and views to accomplish the organizational goal effectively, where I can grow with the organization.
	Profile Snapshot: 


· Bachelor in Mathematics from the University of Nepal : Parasher College, Damauli Tanahun District. 
· Currently working in Emirates Flight Catering (ISO 9001:2008 Certification by SGS Gulf), Food and Beverage -Dubai International Airport Store as a “Team Member”, since 22nd DEC 2012.
· Associated with Ncell Centers, Tanahun Nepal as a “Corporate Marketing Assistant” for 2 years.
	Current Work Experience:


1. Organization
:  Catering (ISO 9001:2008 Certification by SGS Gulf)
Location

:  Dubai - UAE

       Duration                 :  December 2012 to Till Date
       
       Designation
: Team Member 
 Key Responsibilities:

· Assisting Endusers in procuring new items, Creating Quality Report, follow-up on Assessment report from Enduser, creating new codes and UOM in system by liaising with Menu Development Team, Assisting CPD for contract creation, and Assisting Accounts for Unit cost Creation.

· Managing the stock levels and handling store front Comply with the Company Quality & Occupational Health & Safety Policies. 

· Managing a Team of store staff of 16, their Roster, Attendance, warning letters and leave planning’s

· Assisting the Invoice posting (GRN) Team in closing of Invoices if struck with Error and complications.
· Managing the inventories in ERP, closing ST-OT documents, Maintaining Bin cards. 
· Purchasing stock items from non contracted and contracted supplier, provide communications to suppliers and confirm on the same with follow-ups. 

· Checking products as to quality and quantity received against delivery note, report damage for a return to the suppliers. 

· Prepare Monthly, Quarterly, Half yearly, Annual consumption report and Maintaining all Store related files & Documents.

Other Responsibilities: 

· Provide On job Training for New Joinee and brief any new communication provided by Management to all respective staff.
· Report immediately If any incident/Accident with Duty Supervisor and updating in EKFC INTELEX SAFETY PORTAL
	Past Work Experience:


2. Organization
:  Ncell Centers, Tanahun Nepal
Location

: Abukhairani, Tanahun
       Duration

:  March 2009 to December 2011
       Designation           : Corporate Marketing Assistant
Key Responsibilities:

· Strategic and analytical planning of the products/offers/services for the market based on the set targets and data analysis.
· Analyzing performance data, co-relating products/offers/services analytical results with the targets and preparing follow-up and result reports.
· Initiating new products/offers/services to be launched in the market, analyzing needs of subscribers, and following up latest market trends in international and local markets.
· Providing identification of products/offers/service’s needs, targets and messages, timeline, products/services and tariff package for the consumer segment.
· Monitoring existing customer satisfaction, complaints, needs and plans for necessary actions.

	Educational Qualification:


	Area of Learning 
	Institution
	Year

	Certificate in Aviation Security Awareness 
	Dubai U.A.E (Emirates Flight Catering)
	2012

	Certificate of Higher Secondary Education
	Parasar Collage ,Damauli Tanahun, Nepal
	2007-2009

	Certificate of Secondary School Education
	Shree Nirmal Higher Secondary School ,Damauli Tanahun, Nepal
	2000-2007

	Certificate of Primary School
	Gorakh Kali English Boarding School, Damauli Tanahun, Nepal
	1996-2000


Additional Qualification:

1. Typing                     : Speed of 40 w.p.m.
2. Computer Skills    : Operating Knowledge of Computers, Well Versed with Microsoft Office, Internet & (ORACLE) JD EDWARDS ENTERPRISEONE systems, Adobe PageMaker, Microsoft Excel & Photoshop.
	Strength:


· Effective communication skill both oral and written.

· Reliable, responsible and dependable in fulfilling duties.

· Able to work under pressure. Time management skill.

· Quick learner, flexible, hardworking and result oriented.

· Ability to think order and follow instructions.

	Personal Details:


Date of Birth

:  27th May 1991
Gender
:  Male
Marital Status                   :  Single
Religion                              
:  Hindu
Languages Known
     :  English, Hindi, and Nepali
Hobbies

     :  Travelling, Swimming and basic Exercise to keep myself fit
	Declaration:


I hereby declare that the above information is true to the best of my knowledge.
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