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Name: Nadia Hoque


 (
Phone No
    :   01711222444
Email
    :   nadiahoque777@gmail.com
Flat # 5A, House # Royal Opera, Block # C, Lane # 3, Road# 1,
South 
Khulshi
, 
Chittagong 4000
)







Objective: 
Looking for a challenging growth oriented role as an employee which will enrich my professional experience. I am looking forward to work in an environment where there are opportunities for self-assessment and improvement in both individual and team based work that will be ultimately help in my personal development as well as the development of the organization. 

Education:

The Independent University, Bangladesh
B.B.A.
Major	: Accounting	
Minor	: HRM
CGPA	: 3.06(in a scale of 4.00)
Credit Completed: 128 Out of 128

Dhaka City College
Higher Secondary School Certificate,
2002: 1st Division in commerce Group

Agrani School and college
Secondary School Certificate,
2000:1st Division in commerce group


Other Qualifications

1. Expert in MS Office, MS Word, MS Excel
2. Good command in English and Bengali.
3. Ability to lead and follow.
4. Good presentation skills. Participated in public presentations at lUB with Multimedia presentation

Experience:

1. Organization name: Rasna Tasty Kitchen
		Position: Owner
                 	Duration: 1st May 2013 to 31st Dec 2016.
                  	Business Type: Restaurant
               	No of Employees: 10 
                      Duties and Responsibilities:
· Manage front/back house restaurant operations. 
· Prepare and distribute payroll for up to 10 employees. 
· Weekly sales and expenses analysis.
· Daily procurement monitoring and controlling
· Track order and inventory control. 
· In charge of staff interviewing and recruitment,hiring, training and                         
Performance evaluation.
· Plan and create menu.    
· Manage and schedule staff work hours and leaves.
· Set budget and analyzed restaurant expenses.
· Organized promotional activities.
· Promoted team atmosphere (through sales contest efficiency efforts)
· Marketing and advertising activities. 


2.  Organization name: Color Trend Fashion

                                    Position: Owner
                                    Duration: 1st May 2013 to 31st Dec 2016.
                                    Business type: Fashion clothing and Boutique
          
			   No of Employees: 2 

                                    Duties and Responsibilities:
· Collection of dresses according to trends, 
· Designing,
· Marketing initiatives,
· Investment analysis,
· Maintaining inventory and pricing 
· Weekly sales and expenses analysis.
· Manage and schedule staff work hours and leaves.
· Organized promotional activities.
· Marketing and advertising.



3. Organization Name: International Beverage Pvt. Ltd. 
                                  (Subsidiary of The Coca-Cola Company)

Position : Financial Executive 
Appointed through: Business Consultancy Service (BCS)
Duration: 23rd November, 2011 to 20th March, 2013
Business: Beverage Manufacturing and Distribution

Duties and Responsibilities:
· Initiate the processing of bills and employee expense claims, 		  preparation of vouchers and arrangement of payment.
· Compliance of vat & tax deduction as per government law.
· Maintaining of payment voucher details and vendor payment register.
· Attending supplier and employee query regarding bill and claim.
· Coordinating with regional team for processing of bills
· Preparing and generating report of quarterly supplier reconciliation statement.
· Preparing reports as per management requirement.
· Coordination in monthly, quarterly and annual financial closing activities.

4. Organization Name: Grameen Phone Bangladesh Ltd.
Joining Date: 21st April, 2010 
Position : Intern in Key Account Management Department
Position as per Hierarchy: N/A
Business: Tele Communication


Personal Information:

Date of Birth	: 	18thFeb., 1985
Husband           	: 	Tanjeer Hasan MorshedGaffar
Father	: 	Nasimul Hoque
Mother	: 	Nazma Hoque
Nationality	: 	Bangladeshi by birth
Hobby	: 	Listening to songs & travelling
Personal Traits  	: 	Friendly, Ambitious, Hard working, 
		Team player, Fast learner 
		& love to face challenges.

References:

1. Rashed Sarwar
National Sales Manager
IBPL (Subsidiary of The Coca-Cola Company)
Dhaka, Bangladesh.
Phone: +8801799990002
mail: rsarwar@coca-cola.com.bd

2. Ismat Ara Ferdousy
	Deputy Manager Procurement
IBPL (Subsidiary of The Coca-Cola Company)
Dhaka, Bangladesh.
Phone: +8801799990020
mail: iferdousi@coca-cola.com.bd
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