Pranisha Bhandari	Phone: 9842597026
Tinkune, Kathmandu	E-mail: pranishabhandari05@gmail.comOBJECTIVE:

Seeking Employment in an organization where I can put to use my experience, professional competence and analytical abilities to groom my knowledge, skills and attitude to provide me with exposure experience to align myself with organizational environment.

EDUCATION AND CREDENTIALS


	Exam
	Board/Institution
	Year
	Percentage
	
	

	MBS
	TU
	Running
	
	
	

	BBS
	TU
	2019
	67.25
	
	

	Grade XI & XII
	HSEB, Nepal
	2015
	71.3
	
	

	Grade X
	Government of Nepal
	2013
	73
	
	



PROFESSIONAL EXPERIENCE


Jagdamba Steels Pvt. Ltd. (Shanker Group)
Front Desk Officer/ HR Assistant
 


Responsibilities:
· Handling insurance related tasks of employees.
· Handling and maintaining SSF of employees.
· Maintaining Attendance Records.(Nimble)
· [bookmark: _GoBack]Keeping up-to-date with the latest HR trends and best practices.
· Producing and submitting reports on general HR activity to HR manager.
· Handling Calls
· Receiving and sending documents.

TECHNICAL SKILLS

	Office Tools
	MS office Suite (Word, Excel, PowerPoint), Adobe Acrobat Reader

	Operating Systems
	Windows XP/7/8/10

	Browsers
	Internet Explorer, Google Chrome, Firefox Mozilla, Opera


PERSONAL SKILLS:

· Dedicated, eager to learn and achievement oriented.
· Positive attitude and optimistic.
· Good verbal and written communication skills.
· Punctual and Disciplined.




PERSONAL PROFILE:

· Date of Birth: December 28 ,1996
· Languages: English, Hindi, Nepali (Native Language).
· Citizenship: Nepali
· Interest: Reading Books, Travelling, Public Speaking, Writing stories and articles.
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