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 ANIL GAIRE                                                                                                                   
 Doha, Qatar
 Mob/WhatsApp: +974-74447164/33123815
 Email ID: gaire.anil.20@gmail.com
 Applied For: - Supervisor.

Professional Summary:
 An administrative professional having 5 years of experience & offering versatile office skill. A strong leader and problem solver, who readily adapts to change, works independently and exceeds expectations, Able to organize multiple priorities, meet deadlines without compromising quality. Maintains database by entering new and updated customer and account information. Prepares source data for computer entry by compiling and sorting information. Establishes entry priorities. Processes customer and account source documents by reviewing data for deficiencies. Accurate, fast keying skills and sound knowledge of computer applications. Proven ability to collect and manage information efficiently and accurately. Excellent written and verbal communication skills and a strong desire to work hard and perform well.

Strength: -                                                                                                                                           
    
An ambitious, honest, young, dynamic, smart, flexible, self-motivated, hardworking, enthusiastic and energetic person and can mingle with the People easily. Having more than 2 years of experience in different jobs career, I have accumulated a knowledge and understanding of organizational civil and structural engineering environment. I take the share of my responsibilities with a great sense enjoying the challenge of new situations and expect to make positive contribution and prove myself as an asset for the organization.


Educational Qualification:

	Level
	Institute
	Division

	              S.L.C(10th)
	Nalanda public Higher Secondary school - India
	2nd

	              Intermediate
	Nalanda public Higher Secondary school - India
	2nd

	                Bachelor
	B.U. Bhopal - India
	1st


Training

	S/N
	             Training
	    Duration
	                Institute

	1.
	Basic Computer Course,
	3-Month
	Bhateja Institute- India

	2.
	Hardware & Networking
	1-Year
	Jetking collage Bhopal- India





 




Duties & Responsibilities:
PROFESSIONAL EXPERIENCE:  
Responsibilities as a supervisor :-
• Accomplishes department objectives by supervising staff and organizing and monitoring work processes.
• Maintains staff by recruiting, selecting, orienting, and training employees and developing personal growth opportunities.
• Accomplishes staff job results by coaching, counseling, and disciplining employees.
•Plans, monitors, and appraises job results.
•Conducts training.
• Implements and enforces systems, policies, and procedures.
• Maintains safe and healthy work environment by establishing and enforcing organization standards and adhering to legal regulations.

Experience:	
· •	I have One Year experience in Al Meera as a Cco supervisor.
· I have one year & seven-month work experience in Al Dikshya group Doha as a Talabat supervisor.
· I have been working in DB city mall Bhopal for 2.5 year As a Cashier .


Core Skills:	
· Good reading and writing skills.
· Strong grammar and spelling.
· Competent keyboard skills.
· Good communication.
· An ability to work individually and as part of a team.
· The ability to concentrate for long periods of time.
· Attention to detail.

· Skilled with Windows 10 and above, MS Office, MS Word, Power point, Excel, Access and Outlook


Personal Details:
· Date of Birth:               June 20 1996
· Father’s Name:             Chakara Lal GAIRE
· Marital status:              Unmarried.
· Language Known:        English, Hindi, Nepali.
· Visa status: -                Working with NOC.
· Passport Details: -       12090617
· QID no:                        29652441654
· Expiry                          14/06/2026

 Declaration:
   I hereby declare that all information given above is true according to best of my knowledge & belief.
                                                                                                                                                         -  Anil Gaire.                                             
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