From,									Date: 07-04-2019

Md. Nuruzzaman Dipto
Address: 1169 West nurerchala, natun bazar, vatara, Dhaka-1212                                                                                                                          
E-mail: diptonuru1992@gmail.com
Mob: 01722-828449

To,
Premiaflex Plastics Ltd (ACI Ltd)
Position: Assistant Manager, Admin & HR


Dear Sir,

April 4, 2019 Dear Sr. I was very excited to see your vacancy for an Assistant Manager, Admin & HR which was advertised April on the BD JOBS website. I am a well-qualified. Assistant Manager, Admin & HR who would be an excellent choice for this position. I have an ability to grow with a job, handle responsibility and build positive relationships with work colleagues at all levels. My present employer is very satisfied with my work rate, and I am confident that I can bring the same level of high performance to your company. Beyond that which is already mentioned in my attached resume, I am someone who knows how to set goals and achieve them, and have a proven track record of being able to conceive, develop & execute strategies. I feel certain that my strong language skills coupled with my ability to work will be of immediate value to your company.

I very much hope that you will look favorably upon my application by recognizing my enthusiasm, talents in Assistant Manager, Admin & HR and my future potential. I would dearly like to further discuss the scope of this position, with you in person, and would welcome the chance of a meeting. Thank you in advance for your time and consideration.





 Sincerely 
	


Md. Nuruzzaman






Curriculum Vitae
of
Md. Nuruzzaman
E-mail		           : diptonuru1992@gmail.com
N ID			: 19923918563000077
Contact No		:  01916428752, 01722-828449
Present Address	: 1169 West nurerchala, natun bazar, vatara, dhaka                                                                                                                           
Permanent Address  :  Vill: Gopalgonj hat P.O: Pingna,
                                     :P,S: Sarishabari, Dist: Jamalpur :Bangladesh

	Personal Statement


Experienced in administrative duties, scheduled meeting, handled travel arrangement and purchasing. Computer skills include M/S excel, power point, word. Excellent problem solving and communication skills. Accustomed to long work hours.
	Career Objective



To take up a challenging job and responsible position demanding hard work, Innovations and offering opportunities to learn and grow with organization.
To secure a challenging position employing my sophistication, strong knowledge and understanding should be my manner.
To utilize my passion, leadership, managing power and communication skill,
 I am able to work in a group of individual any situation.
	Experience


· From Aug 2016 to continue work in Event management. Dream touch event. Road no 4, House no 101, Black-A Banani, Dhaka-1213
· Working an administration.
· Making salary slip
· Making quotation 
· Maintaining public relationship  
· Arrange corporate meeting
· Ability to work under stress and pressure
· Help to develop employee skills
· Maintains the account (collect bill and deposit bank).  
·  Co-ordination ability to program.
	Language Skill



	Languages
	Writing
	Speaking

	Bengali
	Excellent
	Excellent

	English
	Excellent
	Excellent

	Hindi
	
	Excellent




	Educational Qualifications



	Masters of Business Administration (MBA)


Major                              : Human Resource Management (HRM)
Result                                  : 3.65 (out of 4)
Year of completion		: Sept. 2018
Institute                               : Primeasia University 	
	Bachelor of Business Administration (BBA)


Major                              : Tourism and hotel Management 
Result                                  : 2.99 (out of 4)
Year of completion		: Jan 2015
Institution			: Primeasia University
	Higher Secondary School Certificate -H S C



Institution			: Pingna Sujat Ali Degree College
Board				: Dhaka
Year of Completion   	: 2010
GPA				: 3.30
Group				: Humanities 
	Secondary School Certificate-S S C



Institution			: Pingna High School
Board				: Dhaka
Year of Completion            : 2008
GPA				: 3.38
Group				: Science
	Extra Curriculum Activities 



· Worked as a coordinator in a cultural program in the PAU. 
· Worked as a member in a university program related to the flood affected people.
· Working in social organization for helping the poor people in Bangladesh.
	Key Competencies



· Excellent analytical and forecasting ability 
· Good interpersonal & coordination skill 
· Ability to work under stress and pressure
· Influencing people & gaining commitment
· High level of professional integrity


	Personal Information 


Name				: Md, Nuruzzaman
Father's Name		: Md. Suruzzaman
Mother's Name		: Nur Jahan Begum
Date of Birth		           : 11th November, 1992
Nationality			: Bangladeshi by birth
Marital Status		: Married  
Religion			: Islam
Sex				: Male
Height			           : 5, 9”
NID				:19923918563000077
Contact No			: 01722 828 449 
	Computer Literacy



Microsoft Office Application (Ms Word, Ms Excel, Ms PowerPoint, Windows),
 E-mail, website, Internet etc.
	Extra Skill


· Cabin crew course. 
· United aviation
  	Sector-3, Uttara-1230
	Interests 



Face book chatting, badminton, tennis, internet browsing, cricket, fishing, reading etc. 
Active in reading, Sports and net browsing.
	Reference 



	Md. Mahmudul Hasan 					Md. Sadequl Islam


Assist. Manager						Sr. Executive	, SCM	
IMS Studio 							Akhter Group
Mobile: 01716200334					Mobile: 01714542052
	Acknowledgement 



I hereby declare that the submitted information is true and authentic. I have not concealed any facts or information.



Signature
MD. NURUZZAMAN
