[image: image1.png]



SURAJ KUMAR KHADKA             

       CV NO: 2014500
OBJECTIVE:

TO  WORK  IN A  LEARNING  &  CHALLENGING  ENVIRONMENT  WHICH  WILL  HELP ME  TO  LEARN EACH  AND  EVERYTHING , POSSESSING EXCELLENT VERBAL AND COMMUNICATION SKILLS , RELATE RO WIDE RANGE OF REOPLE.ALL THESE SKILLS HAVE BEEN ENHANCED DURING ALL THE WORK EXPERIENCES  I HAVE GAINED OVER THE YEARS  WHICH WILL CONTRIBUTE BEST FOR THE GROWTH OF MY COMPANY TO BE A GOOD  AND  LONG-TERM  ASSET  FOR  THE  COMPANY.
       WORK EXPERIENCE – 4Years
 OUTSOURCING COMPANY
· Performing the tasks or outsourced projects as per the given standards and set regulations by the parent organization.

· Determining the number of employees required for the outsourced project and hiring the right staff and employees for the project.

·  Maintaining the quality of service as required by the client and working on continuous performance improvement to offer services to the client who has outsourced the project.

· Maintaining the important logs and documentation regarding the details of the tasks performed during the outsourced project.

· Providing effective and efficient customer service by resolving all the complaints, issues and queries of the customers.

· Monthly reports and project progress report for the discussion with the client.

INTERACTIVE BUSINESS SERVICE AS AUDITOR OF JCB MACHINES

· Inquiring of management and others to gain an understanding of the organizations, financial reporting.
· Evaluating and understanding the internal control system.
· Testing documents supporting account balances.
· Observing the physical inventory count.
· Confirming accounts receivable and other accounts with a third party.

· Dealing with different state branches of JCB machines.
                 BIRLA SUN LIFE INSURANCE

· Developing base for long-term sources of clients by using referrals, occupational, and special-interest groups to compile lists of prospects.

· Approaching potential clients by utilizing mailings and phone solicitation; making presentations to groups at company-sponsored gatherings; speaking publicly to community groups on the subject of financial well-being.

· Determining clients' particular needs and financial situations by scheduling fact-finding appointments; determining extent of present coverage and investments; ascertaining long-term goals.

· Developing a coordinated protection plan by calculating and quoting rates for immediate coverage action and long-term strategy implementation.

· Obtaining underwriting approval by completing application for coverage.

· Completing coverage by delivering policy; planning future follow-up visits and evaluations of needs.

· Providing continuing service by providing direct deposit forms; processing changes in beneficiary and policy loan applications.

· Providing death benefits by delivering policy proceeds; reassessing client needs.

· Updating job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

· Enhancing insurance agency reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.
           RELIANCE SERVICE CENTER
· Greet customers in a warm and friendly manner.
· Answer customer inquiries regarding products and service questions; suggest information about other products and services.
· May be required to read from a script.
· Open customer accounts by recording account information; maintain customer records by updating account information.
· Inform customers of sales promotions and services, warranties or terms of sale, places and processes payments for orders, refunds or exchanges.
· Sell products and services.
· Resolve product or service problems by clarifying the customer’s complaint, determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.
· Prepare product or service reports by collecting and analyzing customer needs to ensure overall customer satisfaction.
EDUCATION:

CLASS 10TH (2010)
70%   , CBSE, TATA DAV SCHOOL SIJUA, DHANBAD, JHARKHAND
CLASS 12TH (2012)
75% (COMMERCE), CBSE, TATA DAV SCHOOL SIJUA, DHANBAD,
                                                                  JHARKHAND
PERSONAL QUALITIES

· Delegates and monitors work to meet and beat deadlines.

· Unmatchable communication skills in written and verbal both.

· Works well in both team environments and individual assignments.

· Dedicated, hard working and proven ability to plan, organize the projects in both small and larger groups

SKILLS
Microsoft office, Microsoft word and various internet applications.

Accounts and auditing.

Data entry.

HOBBIES
Using computer

Singing
Socializing with new people
Playing cricket
Travelling
PERSONAL PROFILE

NAME                                        SURAJ KUMAR KHADKA 
DATE OF BIRTH                      20 SEPTEMBER 1994
GENDER                                    MALE

MARITAL STATUS                  SINGLE

LANGUAGE KNOWN              ENGLISH, HINDI & NEPALI
VISA STATUS                            VISIT VISA (3 MONTHS)
PLACE OF BIRTH                      INDIA

NATIONALITY                           NDIAN 
RELIGION                                   HINDU

DECLARATION

I hereby declare that above furnished particulars are true to the best of my knowledge and belief.  
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