
                                         BIO-DATA

(Personal Information
	Name: 
           Priyanka

	
	Date of Birth:          10/071990

	Age:                 26  years
	Marital Status: 
     Unmarried

	
	Nationality:
      Nepali

	Gender:
            Female 


	

	Contact Details:
Email Address: priyanka.369160@2freemail.com 

	


( Executive Summary:

Currently, I am working in Sigma Integrated Company as a Site Incharge 

It’s been 2 years 6 month I am working in this company with full responsibility under manager.

A person who is always willing to help work colleagues out always happy to the offices duties
 as well the more exciting work presently searching for a suitable job in good and reputed company.

(Experiences:
· Organization:
 ‘Sigma Integrated Company’
    Designation:     Cleaning Supervisor


Department:    OPD

    From             :  2015/09/1 to 2016/04/31

   Address         :  Bay Square, Business Bay
Job Profile:
· Inspect work and investigate complaints regarding housekeeping service and equipment and take corrective action.
· Establish and maintain housekeeping schedules and assign employees to areas for various housekeeping duties; conduct comprehensive inspection to check the completion of work assignments.
· Train new employees and Assign duties.
·  Monitor and ensure the training of new personnel.
· Ensures that common areas, lobby and waiting areas are clean and free of trash and debris.
· Ensure wastebaskets and trash boxes are emptied and staff offices are cleaned daily.
·  Maintain records and submit reports concerning personnel, equipment, supplies, expense, and general housekeeping activities.
·  Performs miscellaneous job-related duties as assigned
Organization:
 ‘Norvic International Hospital’
    Designation:     OPD Assistant


Department:    OPD

    From             :  2011/04/08 to till 13/06/2014
   Address         :  Thapathali, Kathmandu, Nepal
Job Profile:
· Welcomes and greets all patients and visitors, in person or over the phone

· Answering and dealing with incoming and outgoing telephone calls.
· Registers new patients and updates existing patient demographics by collecting detailed patient 
· information including personal and financial information
· Responds to inquiries by patients, prospective patients, and visitors in a courteous manner
· Responsible for keeping the reception area clean and organized
· Guiding and helping the patients who are confuse about the hospitality line.
· Coordinating with staff and manager to give the best facilities to the patient.

· Sometimes giving reports from the reporting section and have knowledge of cash department.

(Academic background



	Degree
	Institution
	Board
	Passing Year
	Percentage/Grade
	Division

	B.B.S
	N.C.C
	T.U
	Running
	
	

	Intermediate in Management
	Himalayan College, Baneshwor, ktm
	NIOS Delhi Board
	2010
	71%
	First

	School Leaving Certificate (SLC )
	N.E.RLY Senior Secondary School
	CBSE
	2007
	56%
	Second


(Additional Qualifications/ Trainings:

· Basic Computer Einstein Educational Centre, New Baneshwor, Nepal
Courses included:

· MS-Word, MS- Excel, PowerPoint  and Spread sheets
· Graphic Designing in Himalayan Institute of Technology
Courses Included:

1. Introduction to Computer Graphics 

2. Photoshop

3. Freehand

4. Corel Draw

· Accounting Tally in Apcosys Computer and Educational Academy PVT LTD.

New Baneshwor, Nepal
(Achievements/ Awards:
a. Educational Achievements:
· Have achieved top 1st position in Board Exam in Grade 12
· Awarded from Taziz management for supporting on staff training
· Awarded from Taziz management for hard working and outstanding performance
b. Civic Achievements:
· Awarded from Lions Club Of Kathmandu for participating in Dhading health Camp.

· Awarded from Norvic International Hospital for Thankot Orthopaedic Camp.

· Visa Status:-
Employment Visa
Language Proficiency:
	Language
	Reading 
	Writing 
	Speaking

	English
	Excellent
	Excellent
	Excellent

	Nepali
	Excellent
	Excellent
	Excellent

	Hindi
	Excellent
	Excellent
	Excellent


(Conclusion & Declaration: 

I hereby declare that above details furnished by me are true to best of my knowledge and behalf.

