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Address :	House # 1351//2, (2nd Floor), East Shewrapara
PS: Kafrul, Dhaka-1206
Cell:     +8801688459046 or  +8801534982984
E-Mail: salimma404@gmail.com

Career Objective:

To obtain a challenging position in Admin, Procurement and Business Regulatory Affairs in a reputed joint venture/large local corporate with career growth and advancement opportunity with the objective of maximizing shareholders value.

Career Summary

18 years in Bangladesh Air Force from April 1984 to August, 2002 as well as more then 12 years at United Group in Power Sector from 3/3/2003 to 31/06/2015. 

· Last six year of my service in Bangladesh Air Force I have served at Chief of Air Staff’s Secretariate Office, Bangladesh Air Force to maintain and communicate of all type of Top Secret level correspondence.

Honours and Award

I awarded with Chief of the Air Staff Commendation Certificate and Medal for dedicated and valuable service render to the Bangladesh Air Force in 2002.

Employment History : United Group:

· Jr. Executive (Adm & Logistice)			     	: Mar 2003 to Dec 2004.
· Asst Manager (Adm, Logistics & Procurement)		: Jan 2004 to June 2007.
· Deputy Manager (Adm, Logistics & Procurement)	: Jul 2007 to Jul 2015.

Duties and Responsibilitiesat United Group

HRM, Regulatory Affairs, Administrative and Procurement  support to the Head Office as well as the following Power Plants:

(a) 200 MW Power Plant at Ashuganj, B. Baria
(b) 86   MW Power Plant, at DEPZ, Dhaka, 
(c) 72   MW Power Plant atCEPZ, Chittagong,  
(d) 53   MW Power Plant at atAshugnaj, B. Baria, 
(e) 28 MW Power Plant atKumargaon,Sylhet.

a) Duties  and Responsibilites on HRM
· Developing and administering human resources plans and procedures that relate to company personnel;
· Planning, organizing, and controlling the activities and actions of the HR department;
· Contributing to the development of HR department goals, objectives, and systems;
· Implementing and revising a company’s compensation program;
· Creating and revising job descriptions;
· Developing, analyzing and updating the company’s evaluation program;
· Developing, revising, and recommending personnel policies and procedures;
· Maintaining and revising the company’s handbook on policies and procedures;
· Performing benefits administration;
· Maintaining affirmative action programs;
· Overseeing recruitment efforts for all personnel, including writing and placing job ads;
· Conducting new employee orientations and employee relations counseling;
· Overseeing exit interviews;
· Maintaining department records and reports;
· Participating in administrative staff meetings;
· Maintaining company directory and other organizational charts;
· Maintaing and Preapring all types of Organogramms;
· Recommending new policies, approaches, and procedures;

b) Duties and Responsibilities on Regulatory Affairs
· Communicating with government agencies and Collecting all latest information from Bangladesh Power Development Board (BPDB), Bangladesh Rural Electrification Board (BREB), Government, Semi Government, Public, Private and  Entrepreneur of the Country.
· Coordinating compliance documentation;
· Examining product information;
· Updating legal or regulatory knowledge;
· Evaluating laws and regulations;
· Explaining regulations, policies or procedures;
· Overseeing business processes;
· Obtaining authorization for activities;
· Communicating with government agencies;
· Maintaining data systems and databases;
· Establishing organizational policies and guidelines;
· Training personnel;
· Corresponding with customers;
· Monitoring business indicators;
· Analyzing environmental regulations

c) Duties and Responsibilities on Administrative
· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management
· Maintain electronic and hard copy filing system
· Open, sort and distribute incoming correspondence
· Perform data entry and scan documents
· Manage calendar for Managing Director
· Assist in resolving any administrative problems
· Run company’s errands to post office and office supply store
· Answer calls from customers regarding their inquiries
· Prepare and modify documents including correspondence, reports, drafts, memos and emails
· Schedule and coordinate meetings, appointments and travel arrangements for Management;
· Maintain office supplies for department.


d) Duties and Responsibilities on Procurement
· Estimate and establish cost parameters and budgets for purchases;
· Create and maintain good relationships with vendors/suppliers;
· Make professional decisions in a fast-paced environment;
· Maintain records of purchases, pricing, and other important data;
· Review and analyze all vendors/suppliers, supply, and price options;
· Develop plans for purchasing equipment, services, and supplies;
· Negotiate the best deal for pricing and supply contracts;
· Ensure that the products and supplies are high quality;
· Maintain and update a list of suppliers and their qualifications, delivery times, and potential future development;
· Work with team members and procurement manager to complete duties as needed

Besides the above I am also well Experienced in the following:

· Well Experience about Preparing of  all categories of Tender Documents. ;
· Environmental Compliance ;
· Business Regulatory Compliance;
(i)  Bangladesh Energy Regulatory Commission (BERC) License, 
(ii)  Bond License, 
(iii)  Trade License, 
(iv)  Fire License, 
(v)  Boiler License,

Employment History: Bangladesh Erectors Limited (BEL):
· Manager (Business Regulatory Affairs)			: Aug, 2015 to Sep, 2016

Duties and Responsibilities at BEL
· develop and write clear arguments and explanations for new product licences and licence renewals;
· prepare submissions of licence variations and renewals to strict deadlines;
· monitor and set timelines for licence variations and renewal approvals;
· work with specialist computer software and resources;
· undertake and manage regulatory inspections;
· review company practices and provide advice on changes to systems;
· liaise with, and make presentations to, regulatory authorities;
· negotiate with regulatory authorities for marketing authorization

Employment History :ABDA CRCC 16th  Bureau Consortium Ltd. (China)  and 
C&B Corporation Ltd. (Bangladesh) Consortium:
· AGM & Company Secretary 				: Oct, 2016 to Jan,  2019.
· [bookmark: _GoBack]Duties and Responsibilities at ABDA CRCC
· Provides legal and administrative support and guidance to the board of directors;
· Ensures that the board's decisions and instructions are properly carried out and communicated;
· Has responsibility to ensure that the company complies with all relevant statutory and regulatory requirements;
· Has responsibility for communications with the shareholders when required;
· Acts as principal administration officer, liaising with staff, customers, suppliers, media and the board of directors; and
· Executes important documentation on behalf of the company, together with a director.

Academic Qualification:
· M A (1st Part)	: 1991, Dhaka University As a Private
· BA			: 1988, Dhaka University As a Private
· HSC		: 1986, Titumir Government College, Dhaka
· SSC		: 1980, Bangladesh Railway Children Park High School,  	

Professional Qualification: Course on:

· Diploma in Secretarial Science		: Bangladesh Air Force
· Instructional Management		: Bangladesh Air Force
· Advanced Diploma in Computer Science	: Dhaka
· France Language Course (One Year)	: Dhaka  		

Training on ISO

Successful completion for Awareness & Internal Auditor Course Certificate at three days Integrated Management System (IMS) (ISO 9001:2008,ISO 14001:2004 and OHSAS 18001:2007) training program at UEPSL, United Group by RINA and obtained 71 out of 100

Computer Skills:

Operating System; Windows 95/98/200/2007/2010, Windows XP, Windows Vista;

· Application Software: MS Word, MS Excel, MS Power Point, (Communication through E-mails, Meeting request, task assignment), Adobe Photoshop, E-mail and well experience about Internet browsing.

Language Proficiency: 
· Bengala and English

Personal Details

Father’s Name		:	Freedom Fighter Late M A Sobhan.
Mother’s Name		:	Late Saleha Begum.	
Nationality			:	Bangladeshi by Birth.
Parmenent Address		:	BDR Road, Post +Dist: Lalmonirhat (Rangpur)
Date of Birth			:	18 February, 1964.
Religion			:	Islam.
Martial Status 			:	Married (2 Daughter)
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