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OBJECTIVES

Seeking a competitive job to utilize my abilities in the field that offers security and challenging career with professional growth and knowledge.

ACADEMIC QUALIFICATIONS

· S.L.C., HMG Board, Nepal (2000)

· Diploma In Civil Engineering, Tribhuvan University, Nepal (2004)

ADDITIONAL QUALIFICATIONS

· Computer Literate (Good Knowledge of MS Office 2007, Internet related packages and General Operating Systems)

· General knowledge of Auto CAD

· Good in English and Hindi (Verbal and Written)

EXPERIENCES

Archives Clerk (2005 - 2010)

A joint company of Reputed Company Auto Reparing; dealing in transportations of goods around GCC countries and within UAE by road; maintenance and repairs of all kinds of heavy diesel vehicles as well as light vehicles.

Job Responsibilities:

Administration
- Preparing correspondence and reports




- Arranging meetings, events and travels




- Designing and maintaining company files and file structures




- Attending customers telephone calls

- Working as personal assistant and reporting directly to the MD

Accounting

- Preparing Quotations, Job Orders, Invoices and Receipts




- Preparing LPO, Purchases and Payments

- Executing all accounting activities relating general expenses, banking




- Managing banking transactions




- Validating all data on accounting software (Peachtree 2007)




- Following up receivables and coordinating with venders

Site Supervisor (2011 - )

Citadel Interior Decoration LLC (Sub-contractor of Alno Middle East FZCO)

Project

: Al Zeina, Al Raha Beach Development, AUH (ALDAR)

Scope of work
: Wardrobes and Kitchens Installation

Job Responsibilities:

Supervisory

- Guiding carpenters to accomplish work qualitatively



- Receiving instructions from site engineer and implementing them




- Coordinating with site supervisors from different faculty




- Quality checking for completed jobs

- Preparing sign off papers for completed jobs and forwarding them to concerned departments




- Reporting to senior officers




- Preparing work progress report

Storekeeping

- Daily taking attendance of carpenters




- Keeping tracks and maintaining tools




- Making arrangements of materials required for the work




- Preparing monthly labor attendance card

PERSONAL DETAILS

Date of Birth

: 30th May 1983

Marital Status

: Single

Religion

: Buddhism

Nationality

: Nepal

Visa Status

: Employment Residence 
I, hereby, declare that the information provided above is true and correct to the best of my knowledge. If given an opportunity, I ensure you to serve the company with my abilities of hard working, quick learning, sincerity and skills to the satisfaction.

