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Employee Short CV Format  

Full Name:  Suneeta Manandhar  

Position in 

Company 
Account Officer  

Professional Position  

(E.g.  Civil Engineer) 
Account Officer  

Academic 

Qualification  

Highest 

Academic 

Degree   

Masters in business studies  

 

 

 

Year of 

Completion  

2018 

Others 

Academic 

Degree 

1.  Year of 

Completion 

 

Experiences 

Total no. of years (Excluding Study period)  

SN  Name of Organization Position  
Years of 

Experience 
Key responsibilities 

1.  
Pacific Human 

Resources  

Office secretary  6 1. Responsibile for visiting gulf countries with 
MD for marketing purpose. 

2. Update visa file and hand over one copy 
to P.R.O. 

3. Responsible for making pay slip at end of 
the month. 

4. Update, mails and office related issue to 
Office Administration Manager. 

5. Welcoming and looking after visitors.  
6. Producing documents, briefing papers. 
7. Organizing and attending meetings, and 

ensuring the Office Administration 
Manager. is well-prepared for meetings.  

8. Liaising with clients, agents and other 
staff.  

9. Deviding and maintaining office systems 
to deal efficiently with paper flow.  

10. Organizing and storing paperwork, 
documents and computer-based 
information.  

11. Provide a full range of confidential 
personal assistant duties and overall 
administration support to the Office 
Administration Manager. 

12. Handle and organize daily routine for 
Administrator, including personal matters.  

13. Maintain the Administrator calendar, 
appointment scheduling, drafting 
correspondences, coordination and 
arrangement of meeting. 

14. Prepare the minute of meetings. 
15. Follow up on assignment status with 

relevant parties (customers, associates).  



16. Prepare confidential and official 
correspondences. 

17. Undertake other special assignment, 
related duties as and when required.  

18. Take all the daily reports from staffs and 
submit to Office Administration Manager. 

19. Screening and receiving telephone calls, 
inquires and requests, and handling them 
in polite, friendly and helpful manners. 

2 Batas Organization  

Remittance 

executive 

1.7 years  1. Handling telephone calls of the dealers 
2. Worked as a Liaison between HIMALAYAN 

BANK and the customers. 
3. Installing himal remit software in a dealer’s PC. 

4. Making online payment of a customer. 
5.  

3 Bajra Group 

Business 

Development 

Executive 

1.11 years  1. Focus on project business and plan to enhance 

the business.(focus on Hotel, Hospitality, 

Housing ) 

2. Focus on supreme/So many/Kohler business. 

3. Attend at internal sales and corporate meetings 

concerning sales targets on market situation and 

external meeting with clients. 

4. Maintaining and expanding the database of 

prospects of the organization. 

5. Provide support and mobilize the project team as 

per the requirement.  

6. Should take care of Customer service of project 

and forward to respective persons. 

7. Prepare quotation of clients. 

8. Should review the project update and submit to 

concern.  

9. Send daily report. 

10. Make a plan to capture outside KTM market and 

big project. 

11. Submit compile monthly report to MD sir. 

(Running transaction detail next month target, 

planning etc.) 

12. Report to the MD sir regarding daily activities and 

submit the monthly report. 

13. Should meet the target set by the management.  

 

 


