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Career Goal
To secure a challenging position within a dynamic organization where my experience and specialization can be leveraged to develop and manage a highly efficient business environment.
Profile
I am a self motivated and result oriented person with 2+ years of experience in administration & stores.
Professional Experience
Bajgai Enterprises Pvt. Ltd.
                                                              Jhapa - Nepal
         FEB 2014-JUL 2015

Bajgai Enterprises Pvt. Ltd. was established in early 2010 to capture the ample opportunity spread in trading & distribution business in Nepal. We deal in pipes and fittings, marbles and tiles for interior decoration and are an authorized dealer for Berger paints in Jhapa, Nepal. We also are diversifying our portfolio with Cements & other construction products to give a complete solution for our customers. 
Administrative & Stores Officer-FEB 2014
· To ensure proper documentation & record keeping

· To ensure that all the worker adhere to management policies

· To help safeguard the asset of the company or organization 

· To ensure effectiveness and efficient use of resources

· To ensure that order is maintained in the office
· To ensure that the stock is maintained and up-to-date
· To look for new vendors, negotiate on terms & conditions for purchase and distribution, ensure timely delivery of goods from the vendors and ultimately to the final customers.
Bajgai Enterprises Pvt. Ltd.
                                                                 Jhapa - Nepal
                                                          SEP 2010 – DEC 2011 
Administrative Assistant- SEP 2010
· Answering phones, taking memos and maintaining files
· Sending and receiving correspondence, as well as greeting clients and customers
· Type, edit and proofread documents, creating spreadsheets for  reporting to office manager
· Scheduling appointments and preparing presentation materials.
Training & Workshop
· Participated in one day training program on “Job Skill Development Training” conducted by merojob.com and Lord Buddha Education Foundation (LBEF) held on 17th may, 2012
· Participated in one day training program on “Business Communication Skill Development” conducted by merojob.com and Lord Buddha Education Foundation (LBEF) held on 19th march, 2012
Academic Background
· MBA from Sikkim Manipal University, 2014 (Score 86.21%)
· BBA from Tribhuwan University, 2010 (CGPA 3.65)

· Intermediate of Commerce (+2) from Higher Secondary Education Board, 2006 (Score 60.8%)
· School Leaving Certificate (SLC) from His Majesty’s Government, Nepal, 2004 (Score 68.12%)  

Computer Knowledge
· Basic knowledge of MS Word, Excel, PowerPoint , Photoshop   

· Efficiency in Email/Internet /Outlook 

Interpersonal Skills
· Ability to handle a team

· Good interpersonal relation

· Quick learning ability

· Ability to solve problems individually

Accounting Software
·  Basic Tally Concept 9.1
Languages
· English, Hindi, Nepali 
Personal Details 
Date of Birth
:
7th June, 1988
Sex
:
Male
Nationality 
:
Nepali 
Visa Status
:
Visit 
Marital Status
:
Single 
I hereby certify that to the best of my knowledge and belief, these data correctly described my Qualifications, my experience and me.
Curriculum Vitae











