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MY RESUME

ISMAIL AHMED CHOWDHURY (NABIL)
Mailing Address:
Kumar para B-Block, House No-14, Sylhet Sador, Sylhet
Mobile: 01790-009797, 01818-832220
E-mail: nabilchowdhury872@gmail.com
Career Objective

Building up a challenging and rewarding career in an organization that provides structured career advancement within the extent of competitive and dynamic business environment and face challenging opportunities with sincerity, punctuality, commitment, self-competency and hard work.  

Job Experience
MAAR LIMITED.

· Duration
: January 2017-Still Continue 

· Position
:  Administrative Officer   
· Organization
: Maize Advance Agro Refinery Limited.
· Responsibility:
Perform monthly salary, bonus Preparation for the factory 

Ensure that salary slips are distributed to all staff of the factory 

Prepare Job advertisement and short listing application. 

Organize factory recruitment and selection process in collaboration with unit heads and head office. 

Collect documents from employees as per standard checklist. 
Maintain the personal files and update them regularly.

Prepare and update department wise organogram , Job description of all positions.

Prepare different Notes, Memos, regarding recruitment, transfer, resignation/discharge/dismissal and departmental clearance etc. 

Prepare various Monthly HR activity report, manpower report.

Maintain monthly updated employee list, monthly new staff list for the factory.              

Monitor the day to day Administrative and production floor.
Maintain the Transport, Finish good and distribution.
Coordinate with distribution to ensure the proper delivery as per demand
Possibly dealing of transport for decides in commutation of work.
Scholastic Attainment
	Name of the examination
	Year of Passing
	Board/

University
	Institution
	Results
	Major Subject/Group

	Degree
	3rd Year Running
	National University
	Madan Mohan Collage, Sylhet.
	-
	BA (Pass)

	HSC
	2015
	Sylhet
	Madan Mohan Collage, Sylhet.
	GPA:2.00
out of 5
	Business Studies

	SSC
	​2012
	Sylhet
	Shah Helal High School, Moulvibazar.
	GPA:3.56
out of 5
	Arts


Language Proficiency

· Bangla & English
Computer Skills

· Operating Systems: Windows XP/Vista/Windows7/Windows 8.1/Open Source OS.

· Basic Skills
: Office Program, Internet Browsing, Online Communication, Email
PERSONAL INFORMATION


Name
: Ismail Ahmed Chowdhury (Nabil)

Fathers Name
: Helal Ahmed Chowdhury

Mother’s Name
: Zakiya Sultana Chowdhury 

Permanent Address
: Vill- Khilogram; Post- Barohal; 



:  P.S-Zakiganj   Dist- Sylhet.                                                                                                                       


Date of Birth
: 30th January, 1995

Marital Status
: Unmarried


Nationality
: Bangladeshi
             

National ID
: 6001480943

Religion
: Islam

Reference (s):
	1. Al-Aminur Raza Chowdhury                                                     

Factory Manager (Admin & Accounts)

MAAR LIMITED.

Shahpur, Madhubpur, Habigonj.

Cell No. 01727-551910
	2. Naimul Haque Chowdhury

Additional Director of Accounts

SUST, Sylhet.

Cell No. +8801940317417



Your Regards
(Ismail Ahmed Chowdhury)
