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Narottam Subedi

Phone Number: +971-562675367
E-mail: beintouchwithnarottam@gmail.com
CAREER OBJECTIVE

Seeking a challenging position of Administrative Assistant in a renowned company where I will be able to utilize my clerical skills and customer service experience to maximize the efficiency and help in the growth of the company.
EDUCATIONAL DETAILS

· Secondary from Mahendrodya Secondary School Manthali Ramechhap Nepal on 2004

· Higher Secondary from Amrit Science College Kathamandu Nepal on 2008

· Bachelor in Business Studies from Nepal Commerce Campus Kathmandu Nepal (Not Completed)

SKILLS

· Office management.

· Administrative support.

· Report writing.

· Diary management.

· Strong organizational, administrative and analytical skills.

· Excellent spelling, proofreading and computer skills.

· Ability to maintain confidentiality.

· Working knowledge of all Microsoft Office packages.

· Ability to produce consistently accurate work even whilst under pressure.

· Ability to multi task and manage conflicting demands.

WORK EXPERIENCE
Worked as an Office Administrator in iBOSS Ventures Pvt. Ltd  New Delhi, India from 2014 to 2016

· Key in, check over, proofread and finalize letters, reports, statements, invoices, forms, presentations and further documents.

· Maintain and arrange reports from manual or electronic files, inventories, mailing lists and databases.

· Process inward and outgoing mail, both manually and automatically.

· Give general information to customers and the public.

· Inventory management

· Sales and Procurement

Worked as an Office Administrator in MDB International Pvt. Ltd Kathmandu Nepal Since 2010 to 2012

· Send and take delivery of messages and documents by means of fax machine or electronic mail.

· Perform secretarial tasks for instance preparing invoices and bank deposits.

· Sort, process and authenticate applications, receipts, expenditures, forms and extra documents.

· Administer all aspects of general office coordination.

· Maintain office schedule to synchronize work flow and meetings.

· Maintain privacy in all facets of client, employees and agency information.

Worked as an Office Administrator in Galaxy Vision Link Pvt. Ltd Kathmandu Nepal Since 2009 to 2010
· Responsible for maintaining the records of Students.

· Distributing the stationary as per requirement and keeping the record.

· Checking the availability of stationary and other required things and ordering for them.

· Coordinating with the International Agents, College and School.

· Maintaining the documents records.

· Assisting in planning and executing the events and other activities in organization.

· Responsible for checking the cleanliness of office.

· Responsible for checking the office’s assets are in good condition.

· Responding the mails.

· Responsible for handling the petty cash and keeping the record of expenses

STRENGTHS

· Hardworking.

· Man management skills.

· Problem solving abilities.

· Communication skills.

· Optimistic.

PERSONAL INFORMATION

Date of birth: 01/06/1989
Languages Known: English, Nepali and Hindi.

Nationality: Nepali
Narottam Subedi
