
 

M a n a g e d  d i g i t a l / m a n u a l  s c o r e b o a r d s  a n d  r e c o r d s
P r e p a r e d  t i m e s h e e t s  a n d  w o r k e r  r e p o r t s
C o o r d i n a t e d  s t a f f  a n d  s i t e  o f f i c e r s
I n s p e c t e d  a t t e n d a n c e  a n d  s i t e  f a c i l i t i e s  d a i l y
S u b m i t t e d  d a i l y / w e e k l y / m o n t h l y  a c t i v i t y  r e p o r t s
E n s u r e d  O S H A  c o m p l i a n c e  a n d  s a f e t y
H a n d l e d  p e r m i t s  a n d  s i t e  r e g u l a t i o n  c h e c k s

General Leadman/Timekeeper

J u l y ,  2 0 1 4  t o  J u n e ,  2 0 1 6
O H L  C o n s t r u c t i o n  -  Q a t a r

+ 9 7 1 - 5 8 5 9 3 3 6 1 5

p a n d a y h . h p @ g m a i l . c o m

Khalid Bin Al Walid Road, Bur Dubai

Certificate level in Commerce  (I
Com)
T r i b h u v a n  U n i v e r s i t y

Shree Kamala Secondary School,  HMG
board of Nepal

S c h o o l  l e a v i n g  c e r t i f i c a t e
0 7 / 1 9 9 9 - 0 7 / 2 0 0 2

0 6 / 1 9 8 8 - 0 6 / 1 9 9 9

Accounting/Bookkeeping

Education

Expertise

HARI PRASAD PANDAY
Light Vehicle Driver/Bookkeeper

Work History

S a f e l y  t r a n s p o r t e d  s t u d e n t s  t o  a n d  f r o m  s c h o o l  o n  t i m e
O p e r a t e d  a n d  m a i n t a i n e d  s c h o o l  v a n  ( m a n u a l  g e a r )
F o l l o w e d  t r a f f i c  r u l e s  a n d  e n s u r e d  c h i l d  s a f e t y
C o n d u c t e d  d a i l y  v e h i c l e  i n s p e c t i o n s  a n d  m i n o r  m a i n t e n a n c e
A s s i s t e d  s t u d e n t s  d u r i n g  b o a r d i n g  a n d  d r o p - o f f
C o m m u n i c a t e d  e f f e c t i v e l y  w i t h  s c h o o l  s t a f f  a n d  p a r e n t s
M a i n t a i n e d  l o g s  o f  t r i p s ,  f u e l ,  a n d  v e h i c l e  c o n d i t i o n
E n s u r e d  c l e a n l i n e s s  a n d  r e a d i n e s s  o f  t h e  v e h i c l e

I n  t h e  d a y t i m e  I  w o r k e d  a s  a n  a c c o u n t a n t .
A c c o u n t s :  H a n d l e d  A P / A R ,  l e d g e r  e n t r i e s ,  a n d  b a n k
r e c o n c i l i a t i o n s .
P a y m e n t s  &  P a y r o l l :  P r o c e s s e d  p a y m e n t s  a n d  m a n a g e d  s t a f f
p a y r o l l .
A u d i t :  S u p p o r t e d  i n v e n t o r y  a u d i t s  a n d  c o o r d i n a t e d  w i t h
a u d i t o r s .
C l i e n t  &  C a s h  F l o w :  M a n a g e d  c l i e n t  r e l a t i o n s ,  c a s h  f l o w ,  a n d
b a n k i n g .

Light Vehicle  Driver/ Bookkeeper
O c t ,  2 0 1 9  t o  J u n ,  2 0 2 4  &  m a y ,  2 0 1 8  t o  a u g ,  2 0 1 9
S c h o l a r s '  H o m e  A c a d e m y  &  K a m a n a  I n t ’ l  C o l l e g e

T r a c k e d  h o u r s ,  e q u i p m e n t  u s e ,  a n d  r e p o r t e d  t o
m a n a g e m e n t
M o n i t o r e d  p r o g r e s s ,  e n s u r e d  q u a l i t y ,  a n d  a p p l i e d
c o r r e c t i o n s
M e n t o r e d  c r e w  a n d  p r o m o t e d  s a f e t y  o n  s i t e

Labor Foreman
A p r i l ,  2 0 1 7  t o  A p r i l ,  2 0 1 8
L e i g h t o n  C o n t r a c t i n g  ( Q a t a r )

CUSTOM
I n  t h e  v i e w  o f  t h e  p a r t i c u l a r s ,  p l a c e  c o n s i d e r  t h i s  a p p l i c a t i o n  a n d  g i v e  m e
a n  o p p o r t u n i t y  i n  y o u r  e s t e e m e d  o r g a n i z a t i o n ,  a s s u r e  t h a t  I  w o u l d  c a r r y
o u t  m y  d u t i e s  t o  y o u r  e n t i r e  s a t i s f a c t i o n .

E n g l i s h

Language

M s  W o r d ,  M s  e x c e l
V e h i c l e  d r i v i n g

A d m i n i s t r a t i v e  w o r k

H i n d i
N e p a l i

S a l e s / B u s i n e s s  D e v e l o p m e n t

Personal Details
Date of Birth
Nationality
Marital Status

Visa Status               : Own Visa (NOC) for        
UAE up to 09-06-2026.

Gender
Passport No.

: 29-10-1981
: Nepal
: Married

: Male
: Pa1076798

W o r k e d  a s  a  p r o f e s s i o n a l  d r i v e r  a t
S c h o l a r s '  H o m e  A c a d e m y ,  s a f e l y
o p e r a t i n g  a  s c h o o l  v a n  ( m a n u a l
g e a r )  f o r  s t u d e n t  t r a n s p o r t  a n d
s c h o o l  a c t i v i t i e s .  S k i l l e d  i n  r o u t e
p l a n n i n g ,  v e h i c l e  m a i n t e n a n c e
c h e c k s ,  a n d  e n s u r i n g  p a s s e n g e r
s a f e t y .  R e c e n t l y  o b t a i n e d  a  L i g h t
V e h i c l e  A u t o m a t i c  G e a r  D r i v i n g
L i c e n s e  i n  D u b a i ,  U A E  o n
2 2 / 0 4 / 2 0 2 5 ,  e x p a n d i n g  c a p a b i l i t y
t o  d r i v e  b o t h  m a n u a l  a n d
a u t o m a t i c  v e h i c l e s  p r o f e s s i o n a l l y .

Professional Summary

Kathmandu, Nepal (44600)

Bookkeeper
J u l  2 0 2 4  t o  A p r  2 0 2 5 ,
R E T A ,  D u b a i ,  U A E

M a i n t a i n  a c c o u n t s  a n d  r e c o r d s
R e c o n c i l e  b a n k  a n d  m a n a g e  p a y m e n t s
P r e p a r e  r e p o r t s  a n d  a s s i s t  i n  t a x  f i l i n g
P r o c e s s  p a y r o l l
E n s u r e  t a x  c o m p l i a n c e
H a n d l e  p e t t y  c a s h
A s s i s t  i n  d a t a  e n t r y  a n d  r e p o r t i n g

Bachelor in business studies
(BBS)
T r i b h u v a n  U n i v e r s i t y
0 5 / 2 0 0 3 - 0 6 / 2 0 0 7


