Resume Of Ripon Singha
Mob- 0161 5 600 108 I 0171 5 600 108 I Email: fhajabido@yahoo.com
Objective:

To work in an organization with a dynamic environment that provides opportunities, to use my skills and competencies, enhance my career and to benefit the organization and the society as a whole thereby benefited my country.
Career History:
· Working as an Office Executive in Al Haramain Hospital Pvt. Ltd. from 01.03.2018 to till now.

Responsibilities:
1. Prepare Office Order/ Circular/Notice. 
2. Maintaining personal files.

3. Manpower recruitment processing.

4. Leave Processing and maintaining.
5. Prepare Salary Statement.

6. Prepare Monthly Report.

7. Liaison with other Government office for Licenses purpose.  

· Worked as a “Executive MIS” (contractual) at Office of the Director (Health), Sylhet Division, Sylhet, Under the Nipun It Firm, Madhu Shaheed, Sylhet. From 2nd April 2012 to 27th July 2015 and Second time Worked under the Shutter Edge Technology from 2nd July 2016 to 24th July 2017.

Responsibilities: 
1. Explore the Web site DGHS and MOHFW and inform about new daily updates.

2. Prepare Office order and letters and paper works.

3. Monthly Data entry in DGHS web site.
4. Prepare monthly Report.
5. Maintain other official routine work.
· Worked as a Senior Executive at “Link Asia Worldwide” (a group of company) level-6, Al hamra shopping city, Zindabazar, Sylhet. 2nd February 2007 to 28th August 2009.

Responsibilities: 

1. Supervise Sales Representatives.

2. Collect Daily Sales reports from SR.

3. Collect Papers from SR and submit to the Sylhet regional office of Banglalink.

4. Prepare pay order for lift up product (Sim Cards/Recharge Cards and Top-up) from the Sylhet regional office of Banglalink. 

5. Prepare monthly Sales report and submit all the papers.
· Worked as a Sale Executive at “Nest Telecom” (an authorized outlet of Grameenphone) Taltola, Sylhet. 2nd February 2004 to 28th August 2006.
Responsibilities: 

1. Maintain sales to the retailer’s shop.

2. Collect paper against the sales. 

3. Prepare pay order from bank and requisition for lift up product (Sim Cards and Recharge Cards) from the GP house. 

4. Prepare monthly Report.

Key Skills
· Office Suite
: Ms. Office, Ms. Excel, Ms. Power Point, E-mail, Internet browsing.
· Multimedia
: Adobe Photoshop, Adobe Illustrator, Adobe Premier pro 2.

· Multilingual Proficiency at understanding speaking, reading & writing Bengali, English.

· Work well under pressure & term efforts & challenge achieve target.

Interest
· Photography,

· Member of SPS (Sylhet photographic Society).

· Badminton.
Education                : 
Masters (Sociology) 



Waiting for Result



M.C College, Sylhet




National University, Bangladesh.
Year 2014-15
B.S.S (pass) 
M.C College, Sylhet

Under National University, Bangladesh

Result Obtained: 2nd Class

Session 2007-2008

Higher Secondary Certificate (H.S.C) Private
M.C College, Sylhet

Result Obtained: CGPA-3.30 on a scale of 5.00

Session 

: 2007, 
Board


: Sylhet.
Secondary School Certificate (S.S.C) Irregular 
Syed Hatim Ali High School, Shadipur, Sylhet

Result Obtained
: 2nd Division

Subject

: Science

Session 

: 1998-1999

Passing Year

: 2000

Board


: Comilla.
Personal Details:
Name
:  Ripon Singha
Father’s Name
: 
Jhunu Singha
Mother’s Name
:  Ranu Debi
Date of Birth
: 
November 13, 1983
Marital Status
: 
Married
Religion
: 
Hindu

Permanent Address
: 
Alpona 36, Shibgonj, Adittya Para, Sylhet-3100.
Present Address
:  Alpona 36, Shibgonj, Adittya Para, Sylhet-3100.
Blood Group
:  Ab+(ve)
Nationality
: 
Bangladeshi
Mobile No
:  +88 0171 5 600 108

NID
: 
2400529943
E-mail
:  fhajabido@yahoo.com

References:
1. Dr.Banadip Lal Das

Director (Health), Rtd
Sylhet Division, Sylhet
Mobile# 0171 5 17 17 56
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Director (Joint Secretary) RTD
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Dr. M. Faiz Ahmad



Director (Medical Services)
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