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Date of Birth: 17th December 1985





Email: upendra.382884@2freemail.com 
Working with a growth-driven organization of repute for the development & growth of the organization 
Core Competencies

· Hard working, responsible & flexible

· Good in Time Management to ensure smooth flow of operations

· Accustomed to meeting tight deadlines, excellent telephone and organizational skills, basic computer knowledge (MS Word, Excel, Power point, email and internet), strong oral and written communication skills. 
· 10 years of experience in customer service, retail sales, delivery and pizza making
· Co-ordination with operating staff to ensure smooth operations
· Holder of international  motorcycle driving license issued from Malaysia since 2008

The Chief Tasks Handled

· August 2008 – July 2018: Worked as an Acting Shift Leader, Pizza Maker and Delivery Expert at Domino’s Pizza Malaysia
JOB PROFILE:

As an Acting Shift Leader (Trained)

· Oversee the work of crew members to ensure delivery of fast and efficient service to each customer.

· Assist new crew members in understanding the system, handling POS or order-taking machines and provide intensive pizza making training.

· Monitor wait times for customers, ensuring that no customer has to wait for longer than the time stipulated by the company.

· Train and develop new employees and ensure that they shadow experienced ones during the launch of new stores.

· Assist with inventory control procedures to ensure that all needed supplies, kitchen utensils, and equipment are constantly available.

· Create and maintain effective liaison with vendors and suppliers to ensure timely delivery of supplies and equipment.

· Oversee the work of kitchen staff to ensure preparation of quality food items and provide insight into rotating stored items.

· Handle customers’ complaints and ensure that they are resolved in a timely manner.

· Oversee the closing and balancing of cash registers at the end of each shift and ensure that any issues are resolved immediately.

As a Pizza Maker

· Provide friendly, responsive service to create an exceptional experience for all of our guests. 
· Take orders and prepare all menu items. Cook and prepare a variety of food products including meats, poultry, vegetables, sauces, and other food products using a variety of equipment and utensils. 
· Understand and comply consistently with our standard portion sizes, cooking methods, quality standards and rules, policies and procedures. Handle, store and rotate all products properly. 
· Maintain a clean and sanitary work and service area including tables, shelves, walls, oven, and refrigeration equipment. 
· Take food orders from guests; accurately enter orders in our point-of-sale system which relays orders to the kitchen. Accept payment, process credit card charges or make change accurately. 
· Handle phone orders with professionalism and accurately collect information needed to complete order. Monitor and observe guests dining experience. Ensure guests are satisfied with the food and service. Respond promptly and courteously to any requests. 
· Be available to fill in as needed to ensure the smooth and efficient operation of the restaurant as directed by the restaurant manager or immediate supervisor. Attend all scheduled employee meetings and brings suggestions for improvement.
As a Delivery Expert
· Welcome customers as they arrive at the Domino’s outlet and ensure that they are being looked after.

· Take telephone calls, record orders and provide customers with information on how long their order delivery will take. Ascertain that customers’ orders are properly recorded, including any special instructions and address information. Relay taken orders to the kitchen and follow up on them so that they are prepared on time.

· Confirm that prepared orders are in sync with customers’ instructions and place them in delivery vehicles in a prompt manner. 

· Map routes on the GPS or look through conventional maps to determine shortest and safest routes to destinations. Drive delivery vehicle to customers’ houses and offices, keeping time efficiency in mind.

· Ring bells and acquire confirmation of orders placed. Provide customers with bills, take cash payments and tender change. 

· Contact shift manager to provide him or her with information regarding order deliveries. 

· Ascertain that delivery vehicle is in proper working condition by performing preventative maintenance on it
-
Sept 07 – July 08     :   Worked as a part time Typist and Assistant Front Office Receptionist at Blue Cross Nursing Home Pvt. Ltd. Kathmandu Nepal
JOB PROFILE:

· Take medical information in form of notes. 
· Read information and mentally determine what needs to be transcribed into the system. 
· Type medical information derived from provided sources into a predefined medical database. 
· Punch in correspondence, text and reports using word processors.
· File patient and associated medical information in proper formats so that they are easily retrievable.
· Take telephone calls from doctors and patients looking for specific medical information.
· Schedule patient appointments with doctors and make follow up telephone calls.
· Collect and enter patient information from patients by assisting them in filling out forms and answering their queries.
-
Dec 04 – July 07     :   Worked as an Assistant Accountant in Shreenkhala Multi-purpose Co-operative Ltd. Kathmandu Nepal
JOB PROFILE:

· Maintain financial records for client companies by analyzing balance sheets and general ledger accounts. 

· Reconcile bank statements by comparing transactions to the general ledger. 

· Assist with day-to-day operations of the Finance department, including filing, report generation, etc. 

· Maintain accounting documents and records, ensuring all files are up to date. 

· Prepare bank deposits. 

Training Received 
· May – Aug 02
:
Basic Computer Operator Course from ETON Computer Academy
Education
· August 2004
:
HSEB ( +2 ) from Jana Maitri Multiple Campus (Incomplete)
· August 2002
:
SLC  ( 10th ) from New Horizon Boarding School
Language Spoken

· English, Nepali, Malaysian and Hindi

