[image: image1.jpg]


BABURAM
Email: baburam.342635@2freemail.com 
	OBJECTIVE


Seeking challenging position with a reputed organization with opportunities for personal advancement based on professional skill and achievement.
	EDUCATION


· BHM
· MS Office (Word, Excel, PowerPoint etc.)

· MS Excel Programming
	EXPERIENCE


· Electro Saudi Services LTD Saudi Arabia

Job Role: Hotel Receptionist
 Duration: 1 Year

Duties & responsibilities:

· Handling Clockwise Duty
· Checking Guest Booking REF

· Manage Booking Sheet

· Preparing Keys & Key paper, Check in Form, Check out Form, Preparing Inventory List For long term Resident, Preparing Daily Occupancy Report, Every 3 months releasing Telephone Directory for Long Teem Resident

· Preparing Duty Roster for Internal Driver & Room Boys

· Arrange Welcome pack

· Preparing Normal Maintenance Work Order & OD Maintenance Work Order Forms
· Handling MS Office Out look 
· Collect daily room charges ( Cash & Credit card) Telephone Bills (Cash)
· Manage School Buses 

· Responding with informing to the right Dept. Fire Problem, Emergency Medical, Maintenance Irrigation etc. 

· Out of Duty Hours Handling on call Maintenance Person

· Electro Saudi Services LTD Saudi Arabia

Job Role: Telephone Billing Clerk and Housekeeping Supervisor
Duration: 2 years
· Customer Relation Officer (CRO)
· Maintenance Help Desk

· Transport Co-ordination

· Electro Saudi Services LTD Saudi Arabia

Job Role: PABX Switch Board Operator and Hotel receptionist
Duration: 6 years

Duties & responsibilities:

· Work at switchboards at a variety of businesses and handle outgoing, interoffice or incoming calls.

· Handle emergency calls.
· Operate PABX or Private Automatic Branch Switchboards to facilitate connections
· Take and relay messaged

· Announce when visitors arrive

· Relay important information

· Assist customers in making telephone calls.

· Provide customers with area codes, telephone numbers and other information.

· Interrupt a busy line if there is an emergency.

· Monitor an automated system in which callers place collect calls.

· Perform receptionist functions as needed.

· Operate telegraph equipment and satellite communications equipment.

· Awareness International Academy Kathmandu Nepal
Job Role: Security Guard
Duration: 2 years 

· Arghakhanchi Bright Star English Boarding School Kathmandu Nepal
Job Role: Primary School Teacher
Duration: 2 Years 

	CAREER HISTORY


· Good communication skills
· Dedication towards work
· Good term sprit and hardworking nature
· Sincere and flexible to any work environment
· Highly disciplined 
	PERSONAL DETAILS


Date of Birth

:
04/04/1981

Gender

:
Male
Nationality

:
Nepalese

Religion

:
Hindu
Marital Status
:
Married
Visa Status

:           Visit Visa

Issue Date

:          10/12/2013

Expiry Date

:           09/12/2023

Languages

:
English, Arabic, Hindi
Declaration:

            I hereby declare and confirmed that all the above furnished Information is correct and

            True the best of my knowledge.

