CURRICULUM-VITAE

Personal Details

Name : Manis Verma

Date of Birth ;12" March, 1990

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

E-mail ID :vermanish777@gmail.com

Contact No 1 +977-9843052037

Career Objective

To secure a job in a growth-oriented company; where | 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, 10- 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

e 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
2"d May 2017 to ongoing

Key Responsibilities

e Manage executive calendars, schedule appointments, and coordinate meetings
e 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 30" 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
20" May, 2015- 1%t 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)

7. Salesman

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..

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.



e 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.

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

e Handling overall administrative and manegement task

Volunteer Experience

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

Key Responsibilities

Other Skills

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

Office Management
Calendar Management
Meeting Coordination
Correspondence Handling
Data Entry and Filing
Microsoft Office

Time Management
Attention to Detall
Multitasking

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

Manis Verma
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Office of the Controller of Examinations
Kathmandu, Nepal
Academic Transcript
s Name  : wwis verm Regd. #: 4-2-54-13-2010
Xavier International College, Kasalpokhari,kdmstitute/Faculty : jusanities & Social Sciences
Bachelor's Degree Course Duration : 3 scadesic Years
~ Subjects appeared in the Full | Pass | Murks Y Subjects appeared in the Full | Pas | Marks |
First Year Examination Marks | Marks| Obuined | Remarks Second Year Examination Marks | Marks| Obtained | F<*
: .
| 0B 201: Cosp. English [ 100 | 35 35 CENG 202: Comp. Emglish 11 10| 35 5
 ONEP 201: Comp. Nepali I 100 | 35 15 S5M 3127: Meth.of Social Mork Prac.Th | 40| 21| 25| 1
- PSY 311: Foundation of Psychology Th.| 75(26.26 29 SSN 3137: Integr.Social Work Prac.Th &0 21| 30| 1
- PS¥ 311: Foundation of Psychology Pr.| 2510 11 PSY 312B: Psy.of Juvenile Deling. Th 75| 2605 %
~ &9 311: Conce. & Pri.Social Work 1 Th| 50 |21 i PSY 313: Research Methodology Th. 75| 26.p5 3t
. 8% 301: Conce. & Pri.Social Work IPr| 40|15 2 SSW 312P: Meth.of Social Work Prac.Pr | 40| 16| 33
e SSW J13P: Integr.Social Work Prac.Pr 0] 1 30
£ PSY 3128: Psy. of Juvenile Deling. Pr | 25| 10| 7
PSY 313: Research Methodology Pr. 45| 10 15
- Total w00 1435 183 )L Total 500 | 1805 252
A Subjects appeared in the Full | Pass | Marks ‘\Q’mgmmt:mingyw; Ending year : "
 Third Year Examination Marks | Marks| Obuained | Remarks 200 2043
- — /" First Year Second Year Third Year
S5 34: Social Welfare Adainist. 8012 8 Year | Roll Number | Year | Roll Number | Year | Raoll Nu_n
" 55N 314: Social Welfare Administ.Pr. | 40 (16 | 25 2011 |  5460013 2012| 5460012 2013 5400
£ S5 J15: Res. Meth.in Social Work 50 (21 | 28
© 58 3I5: Res. Meth.in Social Work Pr.| 40 |16 | 28 2013| 5460008 2004 | 5460004
PS¥3LN: Ind.k Organizational Psy. Th.| 75 (26,28 7 !
~ PSN3i4: Ind.d Drganizational Psy. Pr.| 25 (10 | U I [
- PSY3IS: Mbnorsal Psy. Th. 752620 3 *
. PSY3L5: Abnormal Psy. Pr. 5|10 14
S5 316: Develop. Pers.in Soc. Mork 60 |21 3 M
S5 J1é&: Develop.Pers.in Soc. Mork Pr{ 40 |1b 28
; Percentage 48.43
E Passed Division Second
Toral 500 [183.5 243 = L\l_‘asand Year 2014
GRAND TOTAL 1400} 300§ 678)
{ 2
/
Dt of liswe  17/07/2015 Prepared by Checked by Chief of Diz. Controller of Examinations
B il dplanpeiptyion - ~ gt =i s WA Y TPDECI AN LIV Y VRNV
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anscript A OY42Db0k57
Name of the Student : Malis VERMA School :
Date of Birth : z04s8/11 /29 JaYa BAGFSHWART H S SCHOODL , NEPALBUN]., BANKE
Full Pass Marks
Subjects Remarks
Marks | Marks |Secured
Grade X) Grade XI
G
o| English 100 35 &0 % Year Symbol Number
R
| Nepali 100 35 2064 533926
E
L| PHYSICS [TH) 075 27 77 ' 2045 405435
: PHYSICS (PR} (1 ) L0 21
CHEMTSTRY (TH) o078 27 .3,
C| CHEMISTRY (PR) nz2s 10 18
T| BIOLDGBY (TH) 075 27 30
| | BTOLOGY (PR) 072% 10 20
" MATHEMATICS 100 4. 37 &
E
5
Total 500 746
Grade XII Grade Xl
c
o English 100 35 50 Year Symbol Number
R
S Mapas 100 35 4é 2065 605435
E
L| PHYSIGS (TH) 0715 27 30
g| PHYSICS (PR) 02% 10 20
CHEMTSTRY (TH) 075 7 31
Cl GHEMTSTRY (PR) 025 10 20
T| HATHEMATICS \ 100 35 49
|
v
E
S =
Total 500 meugaufaggrogatemrhsmmd ir
246 Grade Xland Xll: 49 .70
Division : sec0nd
Grand Total 1000 o
‘_‘-_—--—_—___....__ l-r': i { 1 a% -
Year of Completion : 20 . < ( 2008 ) Checked by Verified by e d—e
(Deputy Controller) A e f
Grading S m: wmmmmmmm
ﬁ%ﬁm marks in theory and 40% marks in practical
60% and above - First division papers, separately.
45% and above - Second division Note : in the second attempt

: * means a student has passed i j
35% and above - Pass division ** means a student has passed in more than two attempt
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. = MARK - SHEET
1
‘r || THE MARKS sECURED e it IO VERIR st S NI
|l pATEOFBIRTH. ..o B T AT s T
1
{ ROLL ........,,,....?f'ff‘.‘f:. ....................................... BYMBOL MO ... rerrreramsan ,....Pﬂ.‘.???..ﬂ ............. !
L | o A B C RESIDENTIAL HIGH SCHOOL GMARBRITOLE = = = =
IN THE ANNUAL S L.C. EXAMINATION OF SAMBAT. .............cco...oooooonn 2061 ane ewenBELOW I
> : e
* OBTAINED 8 :
SUBJECTS :'.#5 m S | TOTAL gﬁ_i
: " . F —— e —————————— [ 2 T 1 PR ey e
| ! pDi| COMP. ENGLISH | 100| 32 o - 55
1 02| ©CoRP. NEPALI 106 | 32 51 51
03| COMP. MATHEMATICS 100| 32 | 47 47
] 04| COWP. SCIENCE 100 32 | 35| 24 59
: : 55 ConP. SOCTAL STUDIES 100| 32 | 50 50
' 04| CDWP. HEALTH, POF B ENMV EDU 100 | 32 49| 23 72
| 07| OPT.I ADDITIDNAL MATHEMATICS 100] 32 | &7 &7
ogl ©CPT.I1 DFFICE WOWT & ACCOUNT 100 32 | 43| 24 &7
4 — —
1ST DIV 2ND DV 3RD DIV m@ 448
o W | RESULT SECOND
F and an asterisk (") - Fail
4. C - Subject Cancelled
; 3?1,‘»‘
SANOTHIMI, BHAKTAPUR, NEPAL
1 14 June 2005
Date -
— e ___.4 ——_;.=——.—_- ——r — - _."_.
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Govt. of Nepal Regd. No.: 1650/390/056/057

INTEL COMPUTER EDUCATION
¥ Science & Technology
gadhi, Kailali, Nepal

S.Code:.. 294 ... Sheet
StudentsName ...........Manis.... Yerda. ... Date of Birth :.. 2046~ 11~ 23 85
Father's Name :.......Kanhalya...Lal....Vetma,.,..,.....,Acldress R e SR
District: ........Banke ................. MuniVDC :..,,Kh't}umhhurdn Ward No. :....2....
Course Title : Diploma in Computer Application (DCA)-6 Months
Training held form ... 2065-.0.2.240.............. To...2065.-0%..2.30..{B.:S;)..
: Full Pass | Obtained
LE.ND. Evaluation M8astn Marks Marks Remarks
1. First Terminal (Fundamental) 20 10 16
2. Second Terminal 20 15 29
3. Final Examination 50 25 39
Total Marks 100 50 77 ' Pasc*
4. Practical S0 25 40
5. Project 50 as g
Total Marks 100 50 78
Course Contents are given below.
Course Duration 6 months (315)
S.No. Course Contents Duration | Credit Hours | Remarks
1. | = Fundamentals of Computer 1 Week 12 Hrs
2. =1 Microsoft Word XP 4 Week 48 Hrs
3. | A" Microsoft Excel XP 4 Week 48 Hrs
4 =T Microsoft PowerPoint 2002/XP 1 Week 12 Hrs
5. | =1 E-mail/internet 1 Week 12 Hrs
6. | G2 Virus Scan & Fixing 3 Days 6 Hrs
7. = Multimedia & Disk Management 2 Days 4 Hrs
8. | =1 Network Concept 2 Days 4 Hrs
9 =] Adove PageMaker7.0 4 Weeks 48 Hrs
10. | 2] Microsoft Access XP 4 Weeks 48 Hrs
11. | =] FOX.PRO Database 4 Weeks 48 Hrs
12. | & Software Installation & Technique 2 Weeks 24 Hrs
S.No, Particular of Typing Speed Word Per Minute
1 English 53
2. Nepali 35
Date of Issue: ....2065.-08 - 0L
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PEACE OF MIND
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Date: 11'" December, 2017

TO Whom It May Concern

This is to certify that Mr. Manis Verma, a resident of Janki Rural Municipality-4, Banke, Nepal was
affiliated with Transcultural Psychosocial Organization Nepal (TPO Nepal] from 25" November,
2015 to 31" October, 2016.

During his tenure, he had been assigned as Senior Assistant | Monitoring and Evaluation (M & E),
in the Emergency Project "Support to transition and recovery of Nepal’s health system in post-
earthquake situation" with objective of the Integration of mental health and psychosocial support

in primary health care based on Sub-office, Ramechhap funded by OPTION/ NHSSP (DFID).

TPO Nepal appreciates Mr. Verma for his hard work, dedications and good performances.

We found him honest, helpful and qualified.

We wish him all the best tor future endeavors.

uraj Koirala
Executive Manager

Baluwatar, Kathmandu Nepal. GPO:8974, CPC 612, Tel: +977-01-4424082, 4431717, 4437124, email: tponepal@tponepal.org.np



HANDICAP

INTERNATIONAL

» . WORK CERTIFICATE

employee reference:  HI/NEP/ERD/034

undersigned, Aliza Baidya Shrestha, HR Assistant for Handicap International, Emergency Response
ivision, in Kathmandu-Nepal, certify that :

First Name Manis Last name Verma

ate of Birth 3/12/1993
ce of Birth Khajura Khurd -2, Banke,

Number 663036/125
as employed by Handicap International as Sociol Worker
20 May 2015

30 June 2015

s in Kathmaondu, « 8/07/2015 W
HR Assistant

Alizo Baidyo Shrestho

HANDICAP

INTERNATIONAL |
ACTION D'URGENCE




aurd RRI foraror

Nepal Anti Tuberculosis Association (NATA)
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TO WHOM IT MAY CONCERN

It is to certify that MR. MANIS VERMA, residence of
Khajurakhurd-2, Banke has worked at Nepal

Association (NATA) on the post as mentioned below:

Anti-Tuberculosis

Post : Social Mobilizer

Duration  : August 4, 2008 to March 6, 2009

Mr. Verma is an honest, cooperative and hardworking person. He
has got sound knowledge in his discipline and is highly dedicated to his
work. He is amicable in nature and has a very high sense of

responsibility to his work. His cognitive skill in the field has been
impeccable throughout his work period.

| know nothing against his moral character. His confidence,
enthusiasm and determination are pra Ise-worthy.

I wish him all the success in his future career.

&
#”?\M

Mr. Madav Ram Verma

Program Co-ordinator
NATA, Bgnke

Fr

o |



PAN : 500198427

Working together for change

To Whom it May Concern

This is to attest that Mr. Manis Verma has worked as a Researcher at Foundation for Development
Management (FDM) for a period of 30 days from January 2015 to April 2015. During his time with
us, he was trained as a Reality Check Approach researcher and was part of the research team in
Kapilvastu district for the Reality Check Approach component of the DFID supported Integrated
Programme for Strengthening Security and Justice. He has further worked with us as a field
researcher for Helevetas Swiss Intercooperation’s Trail Bridge Support Unit's Mid-term Review of
Swiss Country Strategy 2013-2017 using the Reality Check Approach. During his time with us we
found him to be sincere, analytical, a good team player and dedicated to his work. We hope he gets
opportunities where he can further develop his skills and wish him good luck for the future.

Dr. Shailendra Sigdel
Director
Foundation for Development Management

11 September 2015

Foundation for Development Management Pvt. Ltd.
[® Kathmandu, Nepal @ 977 14263944 @ 977 14259104 @ info@fdm.com.np ® www.fdm com.np



Nepal Disabled Association

KHAGENDRA NEW LIFE HOME

Jorpati, Kaffirnandu, Nepal

Ref.No. 1p¢@ , 2[: 2 Eﬁzz Li/k.,‘lor‘o. : Dat

iﬁ?ﬁ*‘i WA;’ 28" March 2014
L

TO WHOM IT MAY CONCERN

This is to certify that Mr. ManisVerma a resident of Banke, Khajura Kurd-
2. has worked at Nepal Disable Association Khagendra New Life Home from
April 17" 2013 to March 24" 2014 as a Social Mobiliser.

Mr. Verma's main responsibilities were to motivate the persons with
disabilities, to help them with their daily activities. He also accomplished few
administrative tasks within the organization to accommodate new persons with
disabilities and briefed and supervised volunteers of their task.

We appreciate his devotion towards the duties he was handled. He has
shown great character while working in pressurized situations. We appreciaie his
effort to raise funds for the organization by going on field visits and meeting
various person and companies.

. We wish him all the success in the future.

NDA Khagendra New Life Home, Khagendra Marg, Jorpati, Kathmandu, Natal
P.O. Box 2001, Phone No. 4911935
E-mail: khagendranewlife@yahoo.com
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Kathmandu ng Center

Amarawati Mar andu
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To Whom It May Concern

This 15 a certify that Mr Manis Verma as an intern has completed his block placement in our
traming center for one month from Baisakh 18 to Jestha 18, 2071. He has always been a hard
working and sincere intern of K'TC. He was regular, punctual and passionate about his work. He
has always made K'TC proud during his placement in KTC.

M. Verma performed some of the activities mentioned below:

*  Gunded the Social mobilization trainees in English Language

*  Checked the report and assisted SM trainees in preparing the feport
o Visited the field along with the Trainees and coordinated them

o [acilitated the SM trainees

e Assisted the training coordinator

¢  Did the scene tasks

Mr. verma has been an energetic and a laborious volunteer of KTC who is sure to succeed in
whatever work he undertakes. He will be successful in his works as his capacities and
determinations will always lead him towards the ladder of victory.

Therefore, we wish for his better future. All the best, for his future endeavors.

Q O
Best Regards, -6\ ;

2
QRBj/gahb‘u Giiri

Executive Director
Kathmandu Training Center

18t June, 2014

PO Bax 24507 Ph, §77-1.4601443 Fax: 677-1-4601443 E-mail: kathmandutrainingcenter@gmail com Web: www kathmandutrainingcenter org
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To whom it’s my concern with

This is to certify that Mr. Manis Verma an inhabitant of
khajura khurd VDC-2 worked as salesman in this Agro vet
center since May 2005 to April 2006 .His dedication towards
this agro vet is an appreciable.

We wish his success in every step of his life and
further.




