SURAJ GURAGAIN
suraj.guragain11@gmail.com | +977 9840117535, 9813313119| 
Permanent Address: Panauti-10, Kavrepalanchwok
SUMMARY
Result-driven business studies experienced at working with different disciplines to accomplish project objective with plus 4-year track record of success. Successful performing multiple tasks and working under pressure. Experience working in consulting services to engineering and construction businesses. Experience working in Hydro sectors. 
SKILLS
	· Analytical Skills
· Problem-solving
· Communication Skills
· Human resource management
	· Computer skills
· Administration
· Public Relation
· Team Player


EXPERIENCE
Sr.HR/Admin Assistant
Laxmi Intercontinemtal Pvt.Ltd.(Laxmi Hyundai)-Hyundai Kathmandu Pvt.Ltd.,Thapathali,Nepal
· Coordinate office activities and operations to ensure productivity of Staffs.
· Supervise day to day Admin activities.
· Maintaining all records of stationery,gifts items.
· Supervise R/M(Repair and Maintenance activies.)
· Attendance and Leave Management.
· Preparing contract letter of newly appointed staffs. 
· Prepare J/D for Advertisement and Hiring Process.
· Letter prepare for CIT And PF Deposit

[bookmark: _GoBack]Admin/ Public Relation Officer 
CE Construction Pvt. Ltd | Nilgiri Khola I Hydroelectric Project 111.7 MW | Myagdi, Dhaulagiri, Nepal| December 2019 – Present (Poush 2076 – Poush2077)
· Coordinate office activities and operations to secure efficiency and compliance to company policies
· Supervise administrative staff and divide responsibilities to ensure performance
· Manage agendas/travel arrangements/appointments etc. for the upper management.
· Maintaining all personnel record of human resource about 300 plus staffs.
· Track stocks of office supplies and place orders when necessary
· Preparing contract letter of newly appointed staffs. 
· Check out time card and after finalizing then forward to Account Section.  
· Arrangements of service vehicles in all sites
· Maintaining the leave records and attendance record of all human resources.  
· Providing clients with actual information about local and social problems and planning campaigns and strategies. 
· Maintains office services by organizing office operations and procedures, preparing payroll, controlling correspondence, and designing filing systems.
· Maintains office staff job results by coaching, counseling, and disciplining employees. 
· Resolving all kinds of social problems with tactical knowledge and negotiation skills. 
HR/Admin Officer 
CE Construction Pvt. Ltd | Solu Khola (Dudh Koshi) Hydroelectric Project (86 MW) | Solukhumbu, Nepal | Bhadra 2076 BS – Mangsir 2076
· Supervise administrative staff and divide responsibilities to ensure performance
· Maintaining all personnel record of human resource about 400 plus staffs.
· Preparing contract letter of newly appointed staffs. 
· Check out time card and after finalizing then forward to Account Section.  
· Arrangements of service vehicles in whole sites. 
· Arranging accommodation and other facilities to all staff as per company's rules and regulations.
· Maintaining the leave records and attendance record of all human resources.  
· Maintains office services by organizing office operations and procedures, preparing payroll, controlling correspondence, and designing filing systems.

Admin/ HR Assistant 
Himal Hydro & General Construction Ltd | Super Madi Hydroelectric Project Sites (44 MW) | Mangsir 2075 BS – Bhadra 2077 BS

· Collecting personal information and preparing contract letter of newly appointed staffs. 
· Check out time card and after finalizing then forward to Account/ finance department.  
· Arranging accommodation and other facilities to all staff as per company's rules and regulations.
· Maintaining the leave records and attendance record of all human resources.  
· Maintains office services by organizing all the office procedures, preparing payroll, controlling correspondence, and designing filing systems.
Education Counsellor
Possible International Educational Consultancy Pvt. Ltd | Putalisadak, Kathmandu, Nepal | Jestha 2073 BS– Ashad 2075 BS (2 Years)

· Organize counselling programs that inculcates the student(s) in question
· Enforce all administration policies as guided by the company. 
· Make sure that students’ parents or guardians are actively involved in the development and administration of intervention procedures when the need arises
· Serve as a guide for students when applying for scholarship and other forms of academic funding
· Counsel students regarding educational issues such as course and program selection, class scheduling, school adjustment, and career planning.
· Counsel individuals to help them understand and overcome personal, social, or behavioral problems affecting their educational or vocational situations.


ACADEMIC BACKGROUND
Bachelor of Business Studies (BBS)
Tej Ganga Multiple Campus, TU | | Malpi, Panauti Municipality | 2070 BS
· [54.21 %] Second Division 
+2 Management 
Tej Ganga Multiple Campus, HSEB| Malpi, Panauti Municipality | 2066 BS
· [64.20 %] First Division

School Leaving Certificate
Siddhartha Vanasthali Institute, SLC Board of Nepal | | Malpi, Panauti Municipality | 2064 BS
· [69 %] First Division

ACCOMPLISHMENTS
· Recognized for consistently delivering the work within deadline.
· Implement the negotiation skills in resolving all the administrative work and social issues.
· Recognised for helping the team and resolving all the difficult issues with communication skills.
· Motivate and inspire the team.
ADDITIONAL INFORMATION
· Date of Birth: 2047 Ashwin, 13 (29th Sept. 1990)
· Marital Status: Married
· Father’s Name: Keshav Prasad Guragain
· Language Proficiency: Nepali, English, Hindi
CERTIFICATIONS
· 3 Months Basic Computer Course at Softech, Panauti Municipality, Kavrepalanchwok, Nepal
REFERENCE
1. Mr. Amit Pokhrel
Project Manager
             Nilgiri Khola Hydroelectric Project (111.7 MW)
             M: +977 9841478261, 9801972669
             E: amit.pokhrel@ce-construction.com
