
CURRICULUM-VITAE                   

 

Personal Details 

 

Name   : Manis Verma     

Date of Birth  :12th March, 1990 

Permanent  : Janki Rural Municipality-4, Nepalgunj City 29100,  Banke  District, Nepal 

Nationality  : Nepalese    

E-mail ID  :vermanish777@gmail.com 

Contact No  : +977-9843052037  

 

Career Objective 

 

To secure a job in a growth-oriented company; where I can bring out my cognitive and communication 

skills and fully develop my potential towards achieving excellent results. 

Academic Qualification 

 

• Xavier International College, Kalopul, Kathmandu, Nepal  

Bachelors of Arts in Social Work (BSW)      2014 

Major: Social Work   Minor: Psychology 

Related Course: 

Method of Social Work, Social work Research, IO- Psychology, Juvenile Delinquency, Abnormal 
Psychology, Social Work Administration, Integrated Social Work, Development Perspective 
Social work and Research Psychology. 

• Jaya Bageshwory Higher Secondary High School, Nepalgunj, Banke 

Intermediate (Science)         2008 

Major: Mathematics   Minor: Biology 

 

• ABC Residential High School, Nepalgunj, Banke, Nepal 

School Leaving Certificate (SLC)      2005 

 
 

Work Experience 

 

1. Administrative Assistant  

Freedom Sanitary Napkin Industries, Janaki-4 , Banke District , Nepal 

2nd May 2017 to ongoing 

 

Key Responsibilities 

 

 Manage executive calendars, schedule appointments, and coordinate meetings 

 Prepare and distribute correspondence, memos, and reports. 

mailto:vermanish777@gmail.com


 Handle incoming calls and emails, responding promptly and professionally 

 Organize and maintain office filing systems, ensuring efficient document retrieval. 

 Assisting with travel arrangements, including booking flights, hotels, and transportation. 

 Collaborate with team members to support various administrative tasks as needed. 

 Data entry and filling reporting etc. 

 

2. Intern cum admin assistant  

Freedom sanitary napkin industries  

Banke district , Nepal 

November 2016 to April 2017 

 

Key responsibilities  

 Provided administrative support to office staff, including data entry, filing, and 

photocopying. 

 Greeted visitors, answered phones, and directed inquiries to appropriate personnel. 

 Assisted with inventory management, ordering office supplies, and maintaining equipment. 

 Supported HR department with recruiting tasks, such as scheduling interviews and 

processing applications. 

 Contributed to special projects and initiatives as assigned by management.  

 

 

    3. Senior Monitoring and Evaluation Assistant (Option/NHSSP) 
       Trans-cultural Psychosocial Organization (TPO) Nepal, Baluwatar, Kathmandu 

23rd November, 2015 to 30th October, 2016 
  
 Key Responsibilities 
 

• Updated and maintained database in coordination with project team. 
• Coordinating closely and on a daily basis with the program officer on all data collection, 

data entry in SPSS and MS- Excel and data analysis. 
• Conducting research on the basis of project requirements. 
• Planned and implemented all activities with coordination staffs in the district.  
• Conducted regular monitoring of the project activities at the local level. 
• Worked on the weekly and monthly reports and reports to the Program Officer. 
• Assisted the program team to organize program related events and prepare event reports 

in the district. 
• Worked on administration and documentation. 
• Supported in tentative budgeting in the district. 
• Coordinated with DHO and Health worker as per requirement of the activities.  
• Preparing and submitting success stories of the program activities. 
• Working close with district health worker and co-ordinate with them for Psychosocial 

Counseling treatment data. 
 
 
        4. Social Worker (Emergency period)  

Handicap International, Maharajung, Kathmandu 
20th May, 2015- 1st July, 2015 
 
Key Responsibilities  

• Collected and Maintained an update mapping of services. 
• Collected information and needs of EQ victim from community representative. 
• Identified injured and vulnerable beneficiary’s victim of EQ at hospital and community level. 



• Ensured appropriate psychosocial services provision to EQ victims. 
• Provided psychosocial counselling and first aid to the identified beneficiaries. 
• Conducted individual session and group activities with beneficiaries, community member 

and care givers. 
• Collected and maintained an update patients file. 
• Participated to case study discussion using psychosocial approach. 
• Contributed in the strategic plan of the activities. 
• Reported on cases related to gender base violence, protection, accessibility and inclusion. 
• Contributed to a quantitative and qualitative reporting of all activities. 

 
       5. Researcher 

Foundation for Development Management, Kathmandu 
2 months, 2015(Contract Type) 
 
Key Responsibilities 

• Translated Nepali to Awadhi language and vice-versa in Reality Check Approach 
Research. 

• Conducted research in Kapilvastu district for Reality Check Approach component of the 
DIFD supported integrated program for strengthening security and justice. 

• Conducted research for Helvetas Swiss Interoperations Trail Bridge Support Unit’s Mid-
term review of Swiss Country Strategy 2013-2017 using the Reality Check Approach. 

 
 
        6. Social Mobiliser 

Nepal Disabled Association (Khagendra New Life Home), Kathmandu 
(April 2013- March 2014) 

 
Key Responsibilities 

• Motivated the persons with disabilities. 

• Provided psychosocial counseling to the persons severs with the disabilities. 

• Helped the disabled in physiotherapy.  

• Organized meetings and fundraiser programs. 

• Monitored the action and submit report to concerned team.   
• Keep record filing and of all the filled-out profiling questionnaires and other documents in 

an organize manner. 
• Conducted meeting with parents and residents and reporting to the concerned 

authorities. 

• Assisted foreign volunteers for medical check-ups and physiotherapy. 
• Attend the meeting organized by the organization. 
• Maintaining confidentiality in organizational matter is the most. 
• Cooperating all the staffs and persons with disabilities in order to achieve the 

organizational goal.. 
 
 

7.  Salesman 
     Khajura Bazaar, Banke, Nepal 
     (May 2005-April 2006)  

 
Key Responsibilities  

 To study, survey and research the market and make availabvle of the seed as  per need and 
demaned in the market 

 To deal with the customers about seed production and to sell the seeds. 

 To discuss different benefits of different kinds of fertilizers and sell the fertilizers best suited to the 
type of farming acquired by the farmer. 

 Travel different places within the district aswell as outsiede of the district for the office purposes. 



 Help and assisting in administrative task like  filing of the record of seeds,arranging meetings 
between the customers and management members,dealing customers in telephone,recieving and 
forwarding email of the office.  

 Arranging fooding and lodging for the management committee of the shop asper need and 
requirement. 

 Handling overall administrative and manegement task 

 
 
Volunteer Experience 

 
 

1.  Leo Club of Fulbari, Kathmandu 
Member/ Volunteer 
2013- 2015 
 
Key Responsibilities 

• Attending and facilitating meetings on behalf of club. 
• Participation in different social program. 
• Collaborating with communication staff on campaign-related activities to ensure timeline, 

accuracy and consistency of message in all activities. 
• Monitoring progress of plan activities and regular reports demonstrating effectiveness of 

outreach campaign. 
• Building and maintaining exceptional relationships with policy-makers, program partners. 
• Worked with leadership and strategic partners, design and implement and outreach 

campaign plan that mimics and supports overall program activities. 
• Distributed relief material during earthquake emergency  

 
 
 
Other Skills 

 

• Office Management 
• Calendar Management 
• Meeting Coordination 
• Correspondence Handling 
• Data Entry and Filing 
• Microsoft Office  
• Time Management 
• Attention to Detail 
• Multitasking 

 

I, Manis Verma, approved that my curriculum vitae above are true and accurate as of date today. 

  

 

Manis Verma 
























