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MR.ANIL 



Email:anil.383532@2freemail.com 






Address: Bur Dubai, Dubai, UAE


I wish to apply my candidature in our esteemed organization if there exist a suitable vacancy for OFFICE BOY/SALESMAN/WAITER. Where I can apply my skill experience and academic qualification. I hereby submit my resume for your kind perusal.
Work Experience:
· Worked as an Office Boy in Western Bainoona Group at Fujairah Branch  UAE From 2008 To 2012 
· Worked as an Salesman in Gurkha Department Store at  Nepal 2 Years 
· Worked as an Salesman in E.N.G Brother at Malaysia 1 Year 
· Worked as an Office Boy Head of Department Western Bainoona Group at Abu Dhabi  UAE From 2017 To 2018
ACADEMIC QUALIFICATION 

· School Leaving Certificate in Nepal Board
DUTIES AND RESPONSIBILTIES 
Office Boy:
· Compile production and time records of employees

· Review all essential documents such as time cards, time sheets and work charts submitted by employees

· Compute and post details of production and hours worked to the payroll department

· Calculate wage deductions by reviewing leave, vocation and sick records

· Verify employees’ attendance manually and electronically

· Converse with employees to discuss differences in hours worked

· Justify any deductions in the salary by providing on paper proof to employees

· Visit the production and work places to check the attendance of workers

· Coordinate with account and departmental heads for payroll process

· Disseminate new policies and procedures to the employees by displaying notices in each department

· Calculate bonus, incentive and commission for employees

· Tracked the extra hours worked for overtime

· Are responsible for monitoring all departmental time entry records
Salesman:

· Welcomes customers by greeting them; offering them assistance.

· Directs customers by escorting them to racks and counters; suggesting items.

· Advises customers by providing information on products.

· Helps customer make selections by building customer confidence; offering suggestions and opinions.

· Documents sale by creating or updating customer profile records.

· Processes payments by totaling purchases; processing checks, cash, and store or other credit cards.

· Keeps clientele informed by notifying them of preferred customer sales and future merchandise of potential interest.

· Contributes to team effort by accomplishing related results as needed
PERSONAL DETAILS

	Date of Birth
	:
	23/08/1986


	Sex
	:
	Male


	Marital Status
	:
	Married 


	Religion
	:
	Hindu 

	Nationality
	:
	Nepal 

	Languages Known
	:
	English , Hindi , Arabic and Nepali 

	Hobbies
	:
	Reading Books , Cooking 


PASSPORT DETAILS
Passport Issue on

:
27/04/2014


Passport Expiry on

:
26/04/2024
Issue Place



:
Nepal 

VISA STATUS 

Visa 




:
Visit Visa  
DECLARATION
I hereby declare that the information given above is true to the best of my knowledge.

 ANIL 
PAGE  

