[bookmark: _GoBack]                                 CURRICULUM VITA                                                        Name: Indira Basnet                          
Contact No: 9860822985
Email: indirabasnet10@gmail.com
Present Address: Nepaltar 8 Kathmandu, Nepal
Permanent Address: Bidur-09, Nepal
PROFILE:
· A suitable position with an organization where I can utilize the best of my skills and abilities that fit to my education, skills and experience a place where an encourage and permitted to be an active participant as well vital contribute on development of the company.
 SKILLS:
· Very energetic result oriented and organized.
· Efficient and well behaved person.
· Extremely hardworking self-motivated and able to work independently in a team environment.
· Keep excellent inter personal relations with colleagues and ready to help them.
PERSONAL INFORMATION:
· Father’s Name		:		Ram Chandra Basnet
· Nationality 		:		Nepali
· Date of Birth 		:		2050\08\14
· Place of Birth		:		Nepal
· Religion			:		Hindu
· Gender 			:		Female
· Marital Status		:		Unmarried 
WORK EXPERIENCE	
· I have been working as a Senior MIS Officer at MAW Life Automobile Pvt. Ltd - Naxal, since 24th Feb 2021.
                              Duties & Responsibilities:
· Making Customer’s Enquires, Hot List, Update Stock, Booking & Delivery Tracker in Excel Sheet and report to head in daily basis.
· Checking of status of Inventory in/out between ERP, DMS system & Actual.
· Checking of status of Ageing Report in Weekly basis.
· Analytical Reports as per required by heads (Target Vs. Achievement, YTD Growth and Average Sales, PPT etc.)
· To get the Import Data and prepare the whole industry & Hybrid industry Report for our segment.
· Preparing Monthly plan & Review Report.
· Preparation Presentation in MS PPT as per required by heads.
· Preparing Department Wise Quarterly, Half Yearly & Annual Review Report.
· Preparing Department Wise Annual Business Plan Report.
· Preparing Sales Target Letter Month wise, Sales Person Wise & Distribute to Sales Person.
· All Reporting matters e.g.: Daily, weekly and Monthly including V-Lookup, Pivot table, Pivot Chart, MS Excel, MS Word and MS PowerPoint Presentation (PPT).


·  Worked as an MIS Officer at MV Dugar Group Pvt Ltd, Naxal Services for 8 Months.
                                            Duties & Responsibilities:

· To get the import data (All Nepal Sales) and prepare the Month Wise, Vehicle Wise and Quantity Wise Summary Report.
· Analytical Reports as per required by heads (Achievement, YTD Growth and Average Sales.
· Preparation Presentation in MS PPT as per required by heads.
· To report daily ongoing activities to CEO and MD regularly
· Communication with inter-departments to pass on and obtained the required information data.
· Administration Handling:
1. Visiting cards, Distributor wise monthly claim through courier.
2. Communicate with respective person.
3. Keep record of papers material.
	
· Checking of status of inventory in/out.
· Checking of status of ageing report in weekly basis.
· All Reporting matters e.g.: Daily, weekly and Monthly including V-Lookup, Pivot table, Pivot Chart, MS Excel, MS Word and MS PowerPoint Presentation (PPT).


· Worked as a Senior MIS Officer at United Distributors Nepal Pvt.Ltd, Thapathali, Trade Tower Services for 4 Years & 6 Months.
                                 Duties & Responsibilities:
· Making Entries in Accounting Software ERP (Enterprise resource planning) of sales order.
· Checking of status of inventory in/out.
· Preparing Party Wise Opening, Primary, Secondary & Closing Reports (Daily, Weekly & Monthly basis). 
· Analytical Reports as per required by heads (Target Vs Achievement, YTD Growth and Average Sales, PPT etc.)
· Preparing ASM/SO Wise incentive.
· Preparing Monthly Target (Distributor, ASM, SO & SKU Wise)
· Checking of status of ageing report in weekly basis.
· Follow up with warehouse for dispatch of stock.
· Preparing Payment Status and follow up with due balance.
· Checking of status of parties’ ledger.
· Administration Handling:
4. Dispatch Letter, visiting cards, Distributor wise monthly claim through courier.
5. Communicate with respective person.
6. Keep record of papers material.
· Follow up with respective person (Sales Team) for claims, day to day revenue, order placing and attendance.
· Preparing Attendance report.
· Checking of Sales officer wise monthly expenses.  
· All Reporting matters e.g.: Daily, weekly and Monthly.
	
· Worked as a Senior MIS Officer at Mangalam Group, Teku Services for 5 Months.
                                 Duties & Responsibilities:
· To get the daily tracking report of sales along with the attendance of sales person
· To get the staff market coverage report and their productive call report.
· Preparing area wise collection report in daily basis.
· Get the updated information regarding the cheque deposit and legal cases.
· To prepare the analytical reports of targets and its break up.
· Communication with inter-departments to pass on and obtained the required information data.
· Tracking the Tour plan of sales personnel and prepare the report of their visit as well.
· To report daily on sales, collections and ongoing activities to CEO and MD regularly
· Prepare weekly and monthly distributors Primary, Secondary report, Goals Vs Achievement report.

EDUCATION QUALIFICATION:
· MBS Running

COMPUTER SKILLS:
· Basic Computer Skills (Ms Word, MS Excel, MS Doc, Ms PowerPoint, Photoshop).
· Excellent in email And Internet.	
· (PBA)Professional business accounting course in swastik  software from Hitech Solution & services pvt ltd. 
· Diploma Course.
· Nepali Typing.

Languages 
· English
· Hindi
· Nepali

· I hereby certify that the above information are true and correct according to the best of my knowledge and my experience. If selected I assure that I would perform to the best of my abilities, early awaiting a positive response.                                                                                      

                                                  
