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NARAYAN
Dubai, UAE
+971 50 2360357
Narayan.376876@2freemail.com 
My ex-employer finds me as detail oriented, dedicated team player, devoted, flexible, and approachable. I believe myself as creative, quick learner, punctual and honest.
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          Career Objectives
Seeking a challenging designation in a well-established and progressive organization suited to my work interest that will further allow me to expand my knowledge and experience significantly and contribute to overall success of organization and provide opportunities for my career growth
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         Work Experience
Worked as Computer Teacher cum Office Assistant, Siddhi Vinayak Secondary School, Nepal
October 2014 – April 2017 (2 years 6 months)
Job Responsibilities: 
· Managing the day-to-day operations (answering calls, appointments schedule, etc.)
· Enters, updates and verifies data into computer system

· Assist in scheduling and coordinating internal staff meetings, events and other similar activities
· Preparing notices, routines, and school documents, typically using Microsoft Office
· Typing, formatting exam papers and printing
· Scanning documents, making xerox (photocopy), sending emails, etc.
· Filing, maintaining records, maintaining stationary stocks in office
· Helping organize and maintain office common areas.
· Teach students of grade 6 to 10 
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         Academics 
· Bachelor in Computer Application, 3.45 CGPA, Crimson College of Technology, Pokhara University, Nepal
· A Level, Thames College, Kathmandu, Nepal
· School Leaving Certificate (SLC), 84%, Future Star English Secondary School, Nepal
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         Areas of Expertise
· Fast Typing speed (50 wpm)
· MS Word – formatting, design, page setup (layout), smart arts and textboxes, 
· MS Excel – fill function, formatting, basic formulas
· MS PowerPoint – custom slides, transitions, and animation
· Internet and E-mail 
· Computer Troubleshooting – OS installation, hardware installation, software upgrade
· Hardware and al Networking configuration
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Desktop Publishing and Graphics Design (Illustrator and Photoshop CS4)
            Trainings 
· Desktop Publishing – Illustrator, Photoshop, InDesign
· Microsoft Office Package 2010 – Word, Excel and PowerPoint
· Computer Hardware and Networking
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           Language Proficiency
· Fluent in English with IELTS 6.0
· Nepali and Hindi


            Personal Details
Gender
:

Male

Nationality: 

Nepali
Civil Status:

Married
Visa Status: 

Visit Visa 

               Certificates / References
Available upon request 

Presently in visit visa and will be available for interview in short notice. I hereby declare that the above – mentioned details are factual to the best of my knowledge, belief and ability.
Sincerely
Narayan 
