 [image: ]Name: Prajina  Panta 
 Address: Budhanilkantha, Kathmandu 
 Contact no: 9818589299
 Email: prajina44@gmail.com
OBJECTIVES 
To join an interactive organization that offers me a constructive workplace for communicating and interacting with customers and people.
 QUALIFICATION 
Intermediate cleared from National School of sciences with 68.0% aggregate in management.
Bachelor final year running in BBS at Southwestern State college.
OTHER SKILLS 
Skilled in prioritizing and completing task independently.
Technologically updated and goal oriented Hr assistant. 
Proper knowledge about MS Office package (Word, Excel PowerPoint).
Excellent command in English speaking, writing and computer typing.
EXPERIENCES 
Worked as receptionist cum documentation officer at pigeon international overseas.(2016 April-2018 Jan)
· Entry as well as preparation of application form of all candidate 
· Registering the details of candidate in DOFE.
· Preparing Mofa and other documents of candidates after selection
Worked as a admin cum Hr assistant at Dayal Group of  Companies. (2018 Feb-2020 July)
· Receiving incoming calls and answering the question.
· Handling incoming courier and responding them.
· Entry of sales, damage destroy and stock transfer bills.
· Entry in attendance sheets and salary sheets.
· Updating company database by inputting new employee information and employment details.
· Posting job vacancy to different advertising media.
· Support in bookkeeping and filing for the budgeting procedures of the company.
· Managing office stock, preparing regular reports ( expenses and office budgets) and organizing company records.
· Preparing salary and payrolls sheets as per the company rules. 
· Helping in taking interview of new candidates with Hr supervisor.
Worked as a Business Development officer at Gurung Management Overseas (2020 Oct to Present)
· Dealing with foreign companies to get the new demands
· Selecting candidate for new demand 
·  Fixing Interview date by coordinating with companies. 
· Arranging tickets and meetings for foreign clients.

          
      












          To 
The Hiring professional 
Dear Hiring manager 
What a thrill it would be to work for your team! I would be so proud to tell people that I am a part of your group team. 
I believe that I have the characteristics that your company needs and deserves. My resume also show you that I am the fit candidate for your open  admin officer position.
My educational background has given me a solid understanding of management and team working. And my on the job training has given me the opportunity to get knowledge of book keeping, filing, mailing courier handling and many more. My previous experience working as a administrative assistant as well as hr. executive in pappu construction gave me a proper experience in interacting in group of people as well as handling mass communication. My skills and knowledge in coordinating payments, billing and proper team player makes me a great addition to your team. My priority is to guarantee that each and every Hr. related duties are done efficiently. You may notice a gap in my employment while reviewing my resume. During this period I take a leave from my workspace in order to go back to my college for my higher studies. The time that I was able to commit to my education has been invaluable to my professional growth and I am eager to re enter the professional sphere and apply my new found qualification and knowledge to the job. 
You can reach me at the phone number or the email listed above. I’d be happy to provide greater detail about my skills and experience during an interview. Please call me at your earliest convenience. 
Sincerely 
Prajina Panta 
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