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Aashish Suvedi
74449852
aashishsubedi01@gmail.com
Al Maamoura, Qatar

Summary
An experienced and dedicated with in depth knowledge of administrative process & managing successful relationship with clients/employees. Ability to maintain an organized paper work associate with exiting employees & clients. A depth in handing personal related issues adhering to laws and regulation governing recruitment & employment. Bring forth a positive attitude and strong work ethic. 

Work Experience

Job Title: Administration/Finance      (Jul 2018 to present)
Savera Trading Contracting & Services Co.  
Description
· Supply Manpower to client on projects
· Daily Timesheet & Expenses Maintain(Handing Pretty Cash)
· Transportation Management
· Processing payroll
· Manage accounts receivable and payable
· Payments & Receivables follow up
· Assisting in the preparation of budgets
· Managing records and receipts
· Reconciling daily, monthly and yearly transactions
· Preparing balance sheets
· Processing invoices
· Providing customer service to clients
· Being a key point of contact for other departments on financial and accounting matters
· Supporting the Finance Manager and executives with projects and tasks when required
Job Title: HR/Admin                      	(Feb 2016-April 2018)
Qatar-Nep Trading & Contracting Co. 
Description
· Dealing manpower from Abroad & Local
· Maintaining physical and digital personnel records like employment contracts 
· Leading the hr and administration team
· Update internal databases with new hire information
· Create and distribute guidelines and FAQ documents about company policies
· Gather payroll data like bank accounts and working days
· Transportation Management
· Schedule job interviews and contact candidates as needed
· Prepare reports and presentations total number of hires by department
· Develop training and on boarding material
· Respond to employees questions about benefits
Job Title: Assistant Manager       	(August 2012-May 2013)
Deepshikha Saving & Credit Co-operative Organization 
Description
· Research and evaluate clients’ creditworthiness
· Create credit scoring models to predict risks
· Approve or reject loan requests, based on credibility and potential revenues and losses
· Calculate and set interest rates
· Negotiate loan terms with clients
· Monitor payments
· Maintain records of loan applications
· Follow up with clients to manage debt settlements and loan renewals
· Ensure all lending procedures comply with regulations
· Develop, review and update our company’s credit policies

Job Title: Accountant 		(August 2010-July 2013)
Aafnai Agriculture Co-operative Organization 
Description
· Manage accounts receivable and payable
· Payments & Receivables follow up
· Assisting in the preparation of budgets
· Managing records and receipts
· Reconciling daily, monthly and yearly transactions
· Preparing balance sheets
· Processing invoices
NON – ACADEMIC QUALIFICATIONS
· Training of Basic Computer course from iTech Univ+  (i.e. MS-Word, MS- Excel, Ms-PowerPoint E-mail, Internet)
· Training of Diploma Computer Course from Asian-InfoTech.
· Training of Co-operative Accountant Training by Co-operative Division Office, Chitwan, Nepal

ACADEMIC QUALIFICATIONS
+2 (Higher Secondary Education Board in Management)
Institute	Reliance International Academy, Kathmandu
Board	Higher Secondary Education Board (HSEB), Nepal

CERTIFICATION

I (Aashish suvedi), here by certify that all information stated in this CV/resume is true and complete to the best of my knowledge. I understand that any willful miss statement describe herein may lead to disqualification for the purpose it is intended to.
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