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RESUME
OF
RAJIB HASAN MARTUJA
Present Address: Member Bari, Vobanipur. Gazipur Sadar Gazipur
Permanent Address: Hanur Baradi, Dingadha Bazar, Chuadanga Sadar Chuadanga.
Email: rajibhasan.hrd@gmail.com
Call:+8801946-353604
 (
CAREER OBJECTIVE
)

 (
CAREER SUMMARY
)Looking for Hard and Challenging Job. Where I will have the scope to utilize my Potentiality, Adaptability and skill to do something innovate and from where I will be able to enhance my knowledge.  

 (
MAJOR RESPONSIBILITIES
)HRD, Compliance, & Administration Management and HRM/HRIS system Database PAYROLL Software with highly Qualified professional having Experience. Good communication skills. Challenging hard working with any Problem solution mentality. Social compliance Audit facing and Buyer Handling WALL MART,GAP,H&M, TEMA, WRAP, SEDEX, BSCI, TUV, SGS, SFG, Etc. Maintain all Payroll system database software. Making Monthly payroll system salary sheet. And Extensive experience in HR, Compliance And Administration Management with different Organization.

HRIS/HRM – Payroll Software : To maintain companies Polices, HRM planning, rules & regulation •To maintain manpower salary & wages with Payroll management •To maintain manpower general & extra duty & attendance  •Handling to Office Staff / Workers Database (File Management), Leaves and Attendance Management. To manpower promotion, increment, transfer• To maintain manpower personal File, service rules, data base, data kipping & HRIS •To maintain manpower working hour & working schedule •To maintain daily data down load , mapping, backup & process• To maintain & Reporting daily present, absent, missing report. Issue New Employee ID card •To maintain monthly payroll salary sheet •And maintain HRM/ HRIS payroll data base system Software.
HR & Compliance& Administration :To maintain management audit and compliance • Maintain local & international Buyer code of conduct • Maintain Internal Respective compliance issue • Maintain buyer Representation compliance issue • Maintain Social audit cap remove issue • Maintain Welfare & counseling • To Implement Management & worker’s relationship •To maintain house kipping, cleaning & environment management • To Monitoring health & safety issue • To control fire team, first aid team, PPE team, WPC Team etc •To Maintain Vehicle & Transport Management.• Maintain Local & International Customer Representation Management.

 (
SOCIAL COMPLIANCE AUDIT FACING
)BSCI, WRAP, SEDEX SFG, TUV, SGS.BV, Etc.
 (
BUYER HANDLING
)

WALL MART, H&M, GAP, ZARA, TEMA. DOLAR GENERAL Etc
 (
GENERAL EDUCATION
)

B.S.S (Bachelor of Social Science) in 2002 (2nd Deviation) National University. Chuadanga Govt. College.
H.S.C(Humanities) in 2000 (2nd Division) Chuadanga Govt. College .Jessore Broad.
S.S.C(Social Science) in 1998 (1st Division) Chuadanga Academy High School. Jessore Broad.
C.C.A(Computer Application Certificate) in 2008. ( A–Grade)
Paradise Technical Institute. Natore Sadar.Natore

 (
PROFESSIONAL TRAINING
)


HRIS/HRM (Human Rescores Management Software) Oger Payroll System. Oger France Int. Saudi Arabia
C.C.A(Computer Application Certificate) Word, Excel, Power Point, Internet. Etc.

 (
HRIS/HRM SOFTWARE EXPERIENCE
)
 (
COMPUTER KNOWLEDGE
)•Oger France Payroll System Ltd,.• Net Planet Software Ltd. • Vertex BD Ltd • Vista Soft Software Ltd. • Tech Train Payroll System. • Identity Management System (EBIMS) BGMEA Software Bangladesh.

 (
WORK PLAY
)Ms Word, Ms Excel, Ms Access, Power Point, HRM & Payroll Software, Inter Browsing, Email, Etc.

 (
INTERESTS
)Leadership and Team Work, Training and Development, Policy Design and Administration, Employee Relation, Documentation.

Improvement, Traveling, Watching Movies, Music, Play Gutter & Song, Development
 (
LANGUAGE PROFICIENCY
)
 (
WORKING EXPERIENCE
)Good Communication in English & Bengali, Hindi, Arabia.
 (
Work station
 - 
01
)

	Working Position
	Executive Hr & Payroll

	Department
	HR. Compliance And Administration 

	Company Name
	Givensee Group Ltd.

	Company Location
	Hotapara Bus Stand, Gazipur

	Service Length
	01 May 2015 ( Till Now )

	 (
Work station - 02
)Working Position
	Executive Admin & Payroll

	Department
	HR & Administration 

	Company Name
	Shin Shin Group Ltd.

	Company Location
	Norosinghopur, Ashulia, Savar, Dhaka

	Service Length
	15 February 2011 To 31 January 2015


 (
Work station
 - 03
)

	Working Position
	Payroll Officer

	Department
	HR & Administration 

	Company Name
	Anata Group Ltd.

	Company Location
	Nischintapur, Ashulia, Savar, Dhaka

	Service Length
	01 Jun 2009 To 10 February 2011


 (
Work station- 04
)

	Working Position
	Computer Operator

	Department
	HR & Administration 

	Company Name
	Saudi Oger International Company Ltd.

	Company Location
	Saudi Arabia, Riyadh Camp.

	Service Length
	17 July 2002 To 31 December 2008


 (
PERSONAL INFORMATION
)



Father’s Name	:	Late. Abdul Jalil
Mother’s Name	:	Mst. Anowara Begum 
Date of Birth	:	02nd January, 1982
Nationality	:	Bangladeshi
Religion	:	Islam
Marital Status	:	Married
Sex	:	Male
Blood Group	:    B (+) Positive                   
 (
REFARANCE
)


( 1) Rowshon Ali Khandokar liton			(02)  Md. Helal Uddin
 GM ( Hr, Admin & Compliance)		       Manager (Admin & Compliance)
               Shin Shin Group of Ind.	         	   Palmal Group of Ind.
                 Call No :01622891404			   Call No: 01680959733

DECLARATION
I am clearly declared that above all Information is actual and true sense.



…………………….
Rajib Hasan (Martuja)
Date :
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