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Mob: 055-6743873
Email: dhyan.bahadur@gmail.com
Career Objective:
Seeking for an Office boy job in a corporate office where I can utilize my administrative skills and adapt new abilities.

Work Experience:
1. T.Com Company (Al Tubail, Saudia Arab) 1998-2000: 

2. Royal Blinds LLC (Dubai, UAE) 2001- Till Now
I have worked as an office boy for two years.  Duties implied on me includes attending phone calls and managing intercoms,  organizing files of different sections at proper place, taking and giving messages on behalf of some busy office person,  responding to the basic queries of a visitors, scheduling the appointments, keeping required papers ready on the day of appointment or meeting.

Office boy’s objectives 

· To manage and organize overall papers and files. 

· To type down necessary papers for the office. 

· To respond all the calls very sincerely and respectfully. 

· To respond any basic query of visitors.

· To be capable of managing complex and multifaceted tasks. 

· To schedule meetings and appointments with effective time management skills. 

· To keep the office area clean and tidy.
Qualification:
S.L.C (Metric) from Sagarmatha Secondary School, Bhojpur, Nepal in 1993.[image: image2.png]
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Personal Details:
Date of Birth


: 29th March, 1975
Sex




:  Male

Marital Status


:  Married

Language proficiency

:  English, Hindi, Nepali
Religion




:  Hindu

Nationality



:  Nepali

Visa Status



:  Employment (Valid until Dec 01, 2010)
Hobbies:
· Watching TV
 

· Listening music 

References:
“Upon request”

