E-Mail : padam.359014@2freemail.com 
LANGUAGE KNOWN:
· English 
· Arabic 
· Hindi 
· Nepali 
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PADAM 
OBJECTIVE:
To develop a professional career with well-established and reputed organization, Where creativity, hard work and sincerity are recognized and well rewarded.
I am very interested to keep updated knowledge and skills In my career.
ACADEMIC QUALIFICATION
B.B.A. (Bachelor in Business Administration). 
Proficiency certificate level in management (+2) from HSEB Board. 
School level certificate passed board of secondary school HMG Nepal. 
WORK EXPERIENCE
· Job Title : HR Assistant & Sales Location : Apparel LLC DUBAI-UAE Period : July 7th 2013 to July 24th 2016 
Duties & Responsibilities
Provide and keeping Employment training logistics and record keeping 
Preparation of Employee orientation and training schedules Maintain employee files and maintains HR filing system 
Assisting HR manager for day to day activities 
Report preparation of employee safety, welfare, wellness and their Performance 
Setting up disciplinary and grievance meetings 
Organizing and rolling out staff training schedules Processing payroll information 
Updating HR officers with employee relations issues Promotion and performance management 
All employment documentation 
Manage and redistribute all incoming HR-related mail 
Ensure effective records management by filing paperwork in personnel, Consultant, and confidential files 
Maintain relationships with vendors and serve as a liaison for related HR administration activities 
Respond to external phone calls, faxes, and in-person visits Regarding employment verification for current and former employees 
Process employee information changes, such as address, supervisor, and name changes within the Human Resources information System 
· Job Title : Marketing Executive Location : Bake Mart LLC Dubai, UAE Period : 2010 June to 2012 May 
Duties & Responsibilities
Monitoring and Categorize products 
Identify new products and product modifications/savings Analyze markets for business trends and market insight 
PERSONAL PROFILE :
	Sex
	: Female

	Nationality
	: Nepalese

	DOB
	: 25th Sep 1988

	
	

	
	


STRENGTH :
· Communication skills 
· Optimistic 
· Flexible 
· Good Decision Maker 
· Team Player 
HOBBIES :
· Reading 
· Travelling 
· Listening 
· Music 
· Movies 
· Surfing 

Develop significant new products that satisfy consumer wants and needs 
Develop programs to meet needs of both consumers and retail customers 
Increase sales of major brands through new product development, packaging, merchandising, and advertising 
Measure and report success/learning from initiatives launched and tactics executed 
Promoting and marketing the business, sometimes to new or niche markets 
· Job Title : Office Assistant 
Location :Laxmi Tour and Travel Ithari-4, Koshi Period : 2007 March to 2009 August 
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Duties & Responsibility
Promoting and marketing the business, sometimes to new or niche markets 
Selling travel products and tour packages 
Sourcing products and destinations to meet consumer demands for bespoke travel and sustainable tourism 
Taking part in familiarization visits to new destinations to gather information on issues and amenities of interest to consumers 
Dealing with customer enquiries and aiming to meet their expectations overseeing the smooth, efficient running of the business 
COMPUTER SKILLS
M.S Office: 
M.S Word, M.S Excel, M.S Power Point, M.S Access
Operating Systems: 
Windows 2000 & XP, Windows Vista, Windows 7, Windows 8.
Databases : 
MS ACCESS, TALLY (OFFICE PACKAGE)
PERSONAL ABILITIES
· Strong interpersonal & communication skills. 
· To meet deadlines on time. 
· To think logically & analytically. 
· To communicate effectively & obtain desired results. 
· Pleasant personality & professional outlook. 
· Co-operative and helpful with colleagues. 
· Systematic & well organized, easily adaptable to any organization. 
· Keen learner & always open to suggestions for improvement 
DECLARATION
I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.
PADAM 
