	Ganga Prasad Ghale
Email: Ghale_ganga2008@yahoo.com,Ganga.ghale@live.com                                                                          Mobile : +974-3424210 Doha States Of Qatar
OBJECTIVE: 

To work in a stimulating, hard working and learning environment which can provide ample opportunities for both teamwork and individual contribution. 

WORK EXPERIENCE

SECRETARY/ RECEPTIONIST

May 20, 2009 up to Present

Backtrack Background Con.& Trd.Com

PO Box: 55125

Doha-Qatar

Job Description

.   Attending Phone call and give the information to caller and transfer call to appropriate individuals

.   Compose, typing letters, meeting notes and So on.

.   Checking company’s mail and sending them reply

Sales Executive 

August 1,2009 to April 1,2009  

Avia Club Nepal

Pokhara-Nepal

www.Aviaclubnepal.com

Job description

.  Direct dealing with the customer, Attending phone call.
.  Solving the problems of the passenger through phone and through direct conversation issuing tickets and making cash receipt and so on.
EDUCATION:        
High School(From CBSE INDIA) 
Bachelor Degree(From Nepal)
SKILL SUMMARY:

· Operating Systems: MS DOS, Windows

· Computer Application: MS Office- word, excel, PowerPoint
AREA OF SPECIALIZATION

·    Marketing & Sales
·    Customer Handling

·    Receptionist

·    Computer Knowledge

·    Fast typing ability

EXTRA CURRICULAR ACTIVITIES:
· Winners in interschool’s cricket tournament
· Played in Gujarat District football league 
· School Sports captain 
· Played in Gujarat District Basketball League
PERSONAL DETAILS:
Date of Birth
November,20 1990
Sex
Male
Marital Status
Single
Languages Known
Nepali

English      

Hindi  
Gujarati

Chinese    

Present Address

Home center
Near Jaida Tower 

P.O Box 32247

Doha Qatar

Permanent Address
Saimarang-6 kaski, Nepal
Telephone
Mobile

974-3424210
Passport No.

PP NO:4388966
Date of expiry: 2019/04/14
Declaration:

I hereby declare that the information given above is true to the best of my knowledge and belief.

                                                                                                  Ganga Prasad Ghale


	











