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OBJECTIVE

Seeking for Building Facility Management Manager or Supervisor position in Real Estate/Property industry or any suitable job where I can attain a high level of performance by using my knowledge & capabilities that would also nurture my personal & professional goals & in return for continuing progress & excellence of the company that I will be working for.  
EDUCATION
Year 2005: Secretarial
Council for Technical Education and Vocational Training Nepal
Course Title

· Office System and Management

· Secretarial Function

· Record Management

· Computer works

· Communication Skills

· Office Equipment and Their Uses

· Management of Inventory and Finance

SKILLS & ABILITIES
· Administration works: Record management, email, Hard copy & electronic Filing system & all office related works
· Good Communication Skills: I have demonstrated poise and confidence while speaking and presenting
· Time Management Skills: Able to involve in many tasks within minimum time & completion
· Flexibility and Adaptability: Able to handle any kind of situation easily
· Customer service and satisfaction: Able to understand and handle customers needs & help
· Management of services: Able to manage all the facilities services such as Admin, maintenance, cleaning, safety and security, Customers & Tenants, MEP contractors, sub contractors, suppliers, Real Estate/Property facilities services and some others related works.
· Management of employees: Able to manage many staffs and their tasks and deployment 
· Excellent computer skills: Excellent typing speed and record management (Ms Word, Excel, Power Point, Access, Page Maker, Ms Dos, Ms Windows, Email & Internet)
· Strong observation abilities: Able to move fast and monitor total services 
· Sharp critical thinking skills: Taking serious for all the works, completing on the time and avoiding complaints
· Strong analytical, organizational, problem solving skills

· Capable of working to tight deadlines and prioritizing work
· Great Team work, Team management, Team Building, Operation Management
· Capable to work hard and under pressure
· Greeting, attracting and courtesy, Hospitality 
· Camp management, Store management, Procurement, Project Management

· Housekeeping& Security Services: able to manage services to keep building complex neat & clean, free from danger, Safe & Secure etc.
EXPERIENCE

Site Secretary & Store Incharge/Camp Assistant Manager: PCSI GLOBAL GROUP OF COMPANIES DOHA, QATAR (2007 to 2009)

Responsibilities
· Office Management

· Document Controller

· Follow up manager works

· Camp Management, Store record management & Supervising
· Attending calls and feedback (telephone operation)
Security Guard: DUBAI WORLD SECURITY COMPANY LLC Dubai, UAE (2009 to 2011)

Responsibilities (Burj Khalifa World Tallest Tower)
· Security command control

· CCTV Monitor

· Gate access

· Customer service

· Crowd control

Building Facility Manager: SHATHA TOWER BUILDING MANAGEMENT FZ LLC Dubai, UAE (May 2011 to November 2014)

Responsibilities (Handled 3 Towers – Residential & Commercial)
· Management of building facilities services

· Management of employees

· Management of staff’s accommodation

· Managing/Supervising/monitoring to MEP, subcontractor, suppliers, maintenance, housekeeping, security and some others related works/day to day operations
· Managing and responsible for whole building activities/Property/Real Estate tenants
· Focusing tenants & customers complaints & needs/Property/Real Estate
· Administration tasks
CERTIFICATION & WORKSHOPS
· Sales Man: YOUTH VISION NEPAL PVT. LTD. Nepalgunj, Nepal (2006)
· Computer Diploma: YOUTH VISION NEPAL PVT. LTD. Nepalgunj, Nepal (2006)

· Security Guard Course: DUBAI WORLD SECURITY ACADEMY DUBAI, UAE (2009)

ACHIVEMENTS
· Were promoted after only 3 months in the role

· Directed a team/group/organization 
· Managed a building facilities works/employees

· Trained security, maintenance, housekeeping new employees

· Built a new team/division (not just hiring, also managing the workflow) for the company

· Redesigned and implemented more effective company procedures 

· Met deadlines consistently

· Supervised Various works/Property/complex project in attaining goal 

· Grew customer base 

· Developed company work progress
· Received security job performance certificate from Burj Khalifa World Tallest Tower behalf of Dubai World security Company

LANGUAGE: Nepali, Hindi, Urdu, English & Arabic
PERSONAL INFORMATION
Date of birth
:
08 march, 1989

Sex

:
Male

Civil status
:
Married

Citizenship
:
Nepali

Religion

:
Hindu

Visa status
:
Visit visa

I hereby declare that all above mentioned information are correct to the best of my knowledge and belief.
Thanking you

