Khem K Gurung
19860 E Hamilton Pl
Aurora,Co. 80013
Khemgrg007@hotmail.com
720-297-8866
						
SKILL AREAS
· Store  Management  
· Customer Service
· Cash Handling, Data Reporting and Facility Management.
· Multilingual( Nepali, Hindi, Bengali, Dzongkha) 
· Teaching.
· MS Word, Excel, Spreadsheet.
· Book –Keeping.
· Basic hard wire. 

EXPERIENCE
Customer Service:
· [bookmark: _GoBack]Greeted customers entering the facility.
· Handled all cash transactions.
· Received payments by cash, check and credit cards.
· Checked daily cash accounts.
· Guided and solved customer queries.
· Provided and trained newly joined cashier.
· Maintained daily, weekly and monthly report of the transaction.

Store Management :
· Worked as a store manager for a convenient store.
· Managed store including inventory and human resources.
· Developed weekly schedule of the employees.
· Created conducive working environment for employees.
· Maintained the record of financial transactions of the store.
· Submitted monthly report to the head office for auditing.
· Conducted and coordinated monthly store meetings, discussed sales activities, provided sales based trainings to the employees.
· Provided overall security to the store to ensure safe working environment for both employees and customers.
· Resolved dispute relating to employees and customers.    


Interpreter: Nepali
· Worked for different refugee and health agencies and independent translation agencies as a Nepali interpreter. 
· Translated flyers, internal agencies documents while also maintaining confidentiality.
· Attended public conferences like ‘Voice of Refugees’ for translation.
· Handled medical appointments at Denver Health, CAHEP, and SSI Disability Evaluation etc. 
· Translated during phone call conference.








WORK HISTORY
· Teacher, Kumbudini Higher Secondary School, Lumbini, Nepal. (2000-2006)
· Owner, Damak Electronics (2007-2008)
· Cashier, Jenny’s Market, Colorado (2008-2009)
· Assistant Manager, Jenney’s Market (2010 – 2011)
· Store Manager, Jenney’s Market  (2012- Present)
EDUCATION
· High School, Damak Model Campus, 2000
· B.com, Purba Anchal University, Nepal, 2003
· Basic Hardware Training, Lumbini , Nepal 2004




REFERENCES

Mani Dahal, 
Case Manager
African Community Center
Phone: 720-477-7792


Ravi Karki
Manager
7505 E Parkway Drive
Lone tree, Colorado
Phone: 303-790-4080

Susma Dahal
Health Educator
Refugee Health Program of Colorado
Colorado Department of Public Health and Environment
Phone: 303-692-6457 


