
EDUCATION

SUSMA KAPALI

CONTACT
+971566129766

susma.kapali@gmail.com
ABUDHABI U.A.E

SKILLS
Project Management

Public Relations

Teamwork

Documentation Knowledge

Leadership

Effective Communication

Critical Thinking

Computer Skill

Social Media Marketing

Word And Excell Powerpoint

Canva Editor

Capcut

T.U UNIVERSITY 2017

English
Hindi
Nepali

LANGUAGES

WORK EXPERIENCE

PROFILE

I am a hard working, honest individual. I am a good timekeeper,
always willing to learn new skills. I am friendly, helpful and polite,
have a good sense of humor. I am able to work independently in
busy environments and also within a team setting. I am outgoing
and tactful, and able to listen effectively when solving problems.

  

 2024-2025DARBAR TRAVEL& HR CONSULTANT

COUNSELLOR AND SALES MARKETING

Perform to close lead developed by media, special events, direct mail
and referral sources
provide support to clients who seek guidance and solutions to
personal or professional problems
Help their clients achieve their business goals by providing expert
advice in their field of proficiency
listen to, empathise with, encourage and help to empower
individuals

ABUDHABI HAMDAN STREET ALSAMAN TOWER

Admin Assistant Lalitupr  Nepal

2018-2022

BACHELOR PASSED

UNIQUE COLLEGE ,LALITPUR NEPAL

12PASS  2014
GURUKHUL OPEN SECONDARY
SCHOOL

SLC 2012

Manage transactions with customers using cash registers
Scan goods and ensure pricing is accurate
Collect payments whether in cash or credit
Issue receipts, refunds, change or tickets
Redeem stamps and coupons
Cross-sell products and introduce new ones

Cashier 

2016-2017

Report to the administrative lead or office manager for daily updates,
accomplishments, and any issues requiring attention.
Manage daily administrative tasks, including answering phones,
scheduling, and organizing documents.
Coordinate team meetings and events and prepare agendas.
Assist in project management by tracking deadlines and facilitating
communication.
Maintain office supplies and manage inventory.
Carry out administrative duties such as filing, typing, copying, binding,
scanning, etc.

Micah Network Nepal

Big Market Kathmandu Nepal


