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Career Objective                                                                          
To develop a career in such a field, that ensure me the best use my knowledge, potentiality and productivity. To serve any esteemed organization with most sincerity that offers challenges to accomplish, to achieve set goals with optimum perfection on the build up a career as a professional.

Working Experience	
 Saic  Institute of Management  & Technology
 Position     : Asst. Accounts & Admin Executive
 Duration   : 1st November, 2017 to till now.

· Responsibilities as an Accountant
· Maintain Cash Book to keep records of day to day expenditures and close cash books on daily basis.
· Prepare Daily Balance, Approved Requisition Summary and Disbursement Note.
·  Maintain Bill register, Requisition register and different registers related to Finance and Accounts Department and prepare all kinds of Vouchers, Requisitions    and bills.
· Prepare financial statements and others financial reports like Accounting ledger, Trial Balance, Receipt and Payment Statement, Balance Sheet, Income Statement and related accounting statements and reports.
· Prepare of the organization’s monthly bank reconciliations statements.
· Prepare Budget & Budget Variance.
· Prepare Payroll Statement.
· Maintain Accounts using Accounting Software- Tally. ERP 9.

· Responsibilities as an Admin:
· Maintain Employee Personnel Files, Office Files, Deeds, Documents etc. in appropriate manner.
· Maintain & prepare employee 'Resign List' and 'New Recruitment List' for every running month through HR Management Software.
· Manage all staffs attendance and ensure that staffs are coming to the office in time and follow and report through Software ( ZKTeco).
· Implement security policies, regulations, rules & norms and make sure that environment of the company is safe for employer, employees and visitors.
·  Counsel students regarding educational issues such as course and program selection, class scheduling, class adjustment, truancy, study habits, and career planning.
            
        Savar Land Development Ltd.
           Position      :  Asst. Account Executive
           Duration    : 15th September, 2014 to 30th October, 2017
·   Ensure that the cash book and petty cash are updated on daily basis.
· Control credit and ensure debtors pay on time.
· Reconcile of direct debits and finance accounts.
· Preparing Financial Statements- Receipts & Payments A/C, Profit & Loss A/C & Balance Sheet
· Prepare Salary Sheet.
· Prepare of the organization’s monthly bank reconciliations statements.
· Prepare Payment Schedule for Suppliers and Vendors judiciously as per contract and practice.
· Maintain Cheque Books and Cheque Issue Register.

Training Skills

	Training Title
	Topic
	Institute
	Country
	Location
	Year
	Duration

	Computer Literacy   
	Office Program & Internet Browsing   
	Computer World   
	Bangladesh   
	Dhaka
	2017  
	6 Month

	Administration and Management Training Program   
	Skills and Training Enhancement Project (STEP)   
	TTTC
	Bangladesh   
	Dhaka   
	2018 
	07 Days   



Personal Attributes

· Meticulous analytical ability and decision making .
· Ability to work independently under pressure.
· Good team worker and always friendly with my colleagues.
· Ability to work under computerized in environment.

Academic Certification


· Masters of Business Studies (M.B.S) in Accounting
University		:	National University
Institute 		:	Dhaka Commerce College
Session		:	2012-2013 (Passing Year: 2016)
Result		:	1st Class (Marks- 70%)
· Bachelor of Business Studies (B.B.S) in Accounting
University		:	National University
Institute 		:	 Dhaka Commerce College
Session		:	2008-2009 (Passing Year: 2015)
Result		:	1st Class 8th (Marks- 70.43%)
· Higher Secondary Certificate (H.S.C) in Business Studies
Board		:	Dhaka
Institute 		:	Dhaka Commerce College
Passing Year	:	2008
Result		:	4.80 out of 5.00
· Secondary School Certificate (S.S.C) in Science 
Board		:	Dhaka
Institute 		:	Hazrat Shah Ali Model High School
Passing Year	:	2006
Result		:	4.06 out of 5.00
Language Proficiency

1. Bengali (native)  - Spoken, Reading, Writing
1. English (foreign) - Spoken, Reading, Writing.

Computer Skills
· Operating System      : Windows 98, Windows 2000, Windows XP,  
                          	   Windows 7, Windows 10
· Internet                       : All Applications.  
· MS Office		       : MS Word, MS Excel, MS PowerPoint. 

Personal Details	
	
· Name                                 : Afrina Akhter
· Father’s name		         : Md. Awlad Hossain
· Mother’s name		         : Rokeya Begum 
· Permanent Address          : House#38, Block#B, Lalkuthi 3rd Conony,
                                                                              Mazar Road,Darus Salam, Mirpur-1, Dhaka-1216
· Present Address  	          : House#38, Block#B, Lalkuthi 3rd Conony,
                                               Mazar Road,Darus Salam, Mirpur-1, Dhaka-1216
· Date of Birth                      : 22 October, 1990
· Religion                              : Islam. 
· Nationality		          : Bangladeshi (by birth).
· National Id No		          : 3738099468
· [bookmark: _GoBack]Marital Status	                 : Married 

Reference

	 Jahangir Alam Sheikh
  Associate Professor
  Department Of Accounting
  Dhaka Commerce College
  Commerce College Road, Dhaka-1216
  Contact: 01711-395015
	Taj Uddin Bhuiyan
 Accounts Manager
 Saic Group
 965, East Shewrapara, Begum Rokeya Soroni,
 Mirpur, Dhaka-1216
 Contact: 018191-30982


   Certification
Certification
                                                          
I declare that all information sated in the curriculum vitae are true and complete to the best of my knowledge.


Signature 



Afrina Akhter
Date:
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