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Mobile  No  : C/o 0505891826
Email          :  sudip.379137@2freemail.com 
Address          :  Electra , Abu Dhabi, UAE
Visa Status     :  Visit visa ( up to 16th April,2018)If needed can be extended
CAREER OBJECTIVES:
To be a leading professional in an organization that provides challenges and growth acquires new skills and contribute effectively to the organization. To face challenging and critical problem and finding out solution. Always strongly motivated and committed to pursue career with a dedicated team players having a strong analytical, communication, interpersonal problem-solving skilling and always looks forward to face challenging assignment where my skills can be effectively growth for future professional prospect for both the individually and organization.
KEY SKILLS AND ACHIEVEMENTS
· Awarded Best Supervisor by the Safety Department following the safety procedure for the worker and in the site

· Knowledge of MS Office
· Excellent in Payroll and Database Management

· Knowledge of POS

· Knowledge of stock management

· Ability to control the Camp Management
EDUCATION

           Completed BBA (Bachelor of Business Administrative) in 2010 from V. S .Niketan affiliated from Pokhara    
           University                                               
WORK EXPERIENCE 
· Designation: Supervisor
· Company
   :   Nepal Bazaar

· Duration
   :  3rd January, 2016— 12th January, 2018

· Location
   :  Biratnagar, Nepal
· Designation:  Human Resources Supervisor
· Company
   :   China Harbor Engineering Company
· Duration
   :  1st September, 2014— 5th December,2015
· Location
   :  Qatar
· Designation:  Store Supervisor and Marketing Officer
· Company
    : Pioneer Care Private Limited
· Duration
   :  18th April,2012--9th Aug,2014
· Location     :  Biratnagar , Nepal
· Designation:   Accountant Cum Administrative Assistant
· Company
    :  Manasalu Energy Private Limited
· Duration
    :  14th Nov,2010 --18th Feb,2012
· Location      :   Kathmandu ,Nepal

· Designation:   Deposit Relation and Customer Relation Department
· Company
  :  Nabil Bank Limited
· Duration
   :   8 weeks (Internship)
· Location
   :  Kathmandu , Nepal
Job Profile:  
Supervisor

· Sets employee schedules, assigns tasks, monitors their performance and provides training.

· Manage retail staff, including cashiers and people working on the floor
· Formulating price and ensuring price is correct
· Ensure promotions are accurate and merchandised to the company’s standards.
· Utilize information technology to record sales figures, for data analysis and forward planning.
· Ensure standards for quality, customer service and health and safety are met.
· Ensure hours of operation are in compliance with local laws.
· Maintain store's cleanliness and health and safety measures.
· Organize and distribute staff schedules and help retail sales staff achieve sales targets.
· Manage different departments within the store.
· Handle customer questions, complaints, and issues.
Human Resources Supervisor
· Supervisor Coordinator

· Skilled in assembly process.

· Payroll 

· Time management

· Analysis of database of employees with the mobilization and demobilization in the camp

· Camp Management

· Customer Relation Management

· Document Controller

· Employee Database Management
Store supervisor and Marketing officer
· Preparing, planning and project managing the publication of all publicity material to maximize brand promotion.

· Creating marketing campaigns and working with the company's external PR agency to see them executed.

· Creating and developing new innovative ways to communicate the company message to their existing customers.

· Contributing to the annual sales and marketing plan.

· Planning and project managing marketing events and evaluating their success.

· Evaluating the effectiveness of all marketing activity.

· Developing and implementing an internal marketing program
· Supporting the marketing manager in day to day marketing activities.

· Plan, develop and deliver campaigns as agreed within timescales.

Accountant Cum Administrative Assistant

· Operations or Director of Clinical Services before rejecting an admission. 
·  Participates in community affairs and civic organizations. 
·  Addresses resident complaints daily to assure prompt follow-up by appropriate staff. . 
· Follow up the email and proceed to the Managing Director 
· Assist the Administrator in the recruitment and interviewing of job candidates for key positions. 
·  Promotes the Employee Benefits Program and encourages staff participation.
·  Follows employment policies and procedures for hiring, interviewing, discipline, terminations, etc.
·  Maintains records and files associated with duties according to record-keeping standards, laws, operational procedures, and privacy laws.
Deposit Relation and Customer Relation Department
· Always make customer comfortable 

· Informing d about the bank scheme according to beneficial according to their different age group people

· Managing incoming calls and customer service inquiries
· Build sustainable relationships and trust with customer accounts through open and interactive communication
· Handle customer complaints, provide appropriate solutions and alternatives within the time limits; follow up to ensure resolution
· Keep records of customer interactions, process customer accounts and file documents
· Follow communication procedures, guidelines and policies
LANGUAGE
Fluent in:
· English (written – Spoken)
· Hindi (written – Spoken)
· Nepali (written– Spoken)
PERSONAL




· Date of Birth       :   5th August,1987
· Gender                :   Male
· Nationality
       :   Nepali
· Marital Status     :   Single
· I hereby certify that statements made herein are true & correct to the best of my knowledge.
                                                                                                                     Sudip 
