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MD REAL MIA
Present Address: 190 Elephant road,  
Phone: 01716945483
Phone: 01720141412
E-mail: realngc@gmail.com							

Cover Letter:
I learned of an opening for a “Virtual Assistant- Finance” Staff India Company and would like to submit my resume for your review. With my strong understanding of accounting principles from both my educational and professional background, as well as my superior administrative and organizational skills, I feel confident in my ability to significantly benefit your institute. From achieving strong knowledge of conducting financial research to analyzing risk reports, my background in financial planning for a major institute has prepared me to excel in this role. Additionally, I possess complementary abilities in financial software and budget balancing. With a solid foundation in accounting and finance, my unique skill set makes me ready to thrive in this position. Highlights of my background include:
 • A Bachelor’s degree in Accounting
 • A Diploma on ASP.NET from IDB BISEW IT scholarship  
Maintain Cash & Bank book, General ledger book, Party ledger book, and other relevant registers.
Cashbook, Ledger, Salary Sheet, Software Entry, Erp-09, maicrfin-360,
Income tax submit yearly, vat submit monthly
Inventory management, fixed asset accounting
[bookmark: _GoBack] • Utilized organizational, interpersonal, and motivational skills to achieve outstanding results individually and as part of a team. With my in-depth experience in account management, coupled with my educational background and successful track record, I believe I will be an asset with much to offer Staff India Company. Look forward to hearing from you to discuss the position in further detail. Thank you for your time and consideration. 

Personal Information:
Name                      	               : Md Real Mia
Father’s name	                           : Abdul Jobber
Mother’s name                          : Raka Akter
Mailing addres                           : 190 Elephant road,  
Permanent address                   : Vill: Digla, P.O: K Amtola, Upazilla: Netrakona Sodor, Dist: Netrakona
Date of birth                                : 1st Jan, 1989.
Religion                                         : Islam
National Id                                    : 7217487213503
Nationality                                    : Bangladeshi by birth
Gender                                         : Male
Marital status                             : Unmarried 
	



Language Proficiency:
Bengali: Mother tongue.
English: Excellent presentation & communication skill with fluency.
Hindi: Able to understand.

Working Attitude:
Able to learn and apply quickly.
Flexible with team.
Creativity & strong commitment to duty.
Sincere & Dedicated.
Educational Attainment:
	Name of
the Degree
	Subject / Group
	University / Board
	Grade/Class
	Year of                                      Passing

	SSC
	Commerce
	Dhaka
	2.88
	2005

	HSC
	Business Studies 
	Dhaka
	2.90
	2007

	  BBS(Pass)B.COM
	Business Studies
	  National University
	Pass (40%)Marks 
	2011

	Computer course ( 1 year)
	ASP.NET

	IDB BISEW
	Passed
	2016

	MBA

	Accounting
	National University


	Pending 
	2019


2. Experience
Name of the organization: 	PIPL, Dhaka (Software Farm) 
Designation/position held: Accounts Cum Admin 
Service period: 01-01-2018 to continuous
Major responsibilities:  software maintain, Data entry maintain, computer update, Report, cashbook, lager, Monthly report, salary sheet,
Accounting software: Anirbn maicrofin , ERP- 09
Maintain Office Petty Cash.
Preparation and analysis of financial statement.
Maintaining credit and debit vouchers, cash books & laser of accounts etc.
 Preparing cheques and fund transfer (internal & external)
Maintaining Limit of Approval statement
Maintaining Training Budget statement
Confirm Tax, VAT and other regulatory compliance of the company for all kind of transactions.
ERP entry of cash, bank & journal disbursements
Maintaining VDS & TDS statement
Check daily expenditure, voucher, requisition, and cash/bank Transactions
Computer literacy in MS Excel, Bangla type, MS Office and Mail service. All client Billing contract, and all Bill request paid by bank account, and all cheque deposit in the bank, 
Income tax submit yearly, vat submit monthly in vat office, individual and company, receiving payments from Clients, Basis meeting attend, E-cap communication,
2. Experience:
Name of the Ngo organization: PSF 
Address of the organization: Dhaka
Designation/position held: Admin assistant 
Service period:  15.01.2017 to 31.12.2017
Major responsibilities: =.
 I will be responsible for the overall financial and Store management of the project. i work independently under the organization finance principle and manual. Major responsibilities will be as follows: Maintain all financial records and books of accounts.
Maintain Cash & Bank book, General ledger book, Party ledger book, and other relevant registers.
. Ensure day to day Proper financial activities in daily, monthly, yearly and year-end accounting routines and Reports to the Management. Daily update stock & receive register
. Prepare Materials Purchase Report (MPR) and Materials Received Report (MRR)
. Maintenance of petty cash, cash book, stock ledger & different registers related to Accounts and stock (including preparation of all vouchers)
Cashbook, Ledger, Salary Sheet, Software Entry, Erp-09, maicrofin-360,
Declaration: 
I hereby declare that the above statement is correct and complete to the best of my concern
Signature                                                                                                                        Date: 08-12-2018
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Md. Real Mia

References:
	Al Masum
Accountant 
BADC
Cell: 01710691641
almuzahid1994@gmail.com



	2.Al Mamun
Deputy secretary 
PWD
Cell: 01712117333
 E-mail: Appview15@gmail.com
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