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           CURRICULAM VITAE
      OF
       RUNE AKTER
                      11/A Zigatola, Dhanmondi
Dhaka-1209.
              Contact: 01676031962
E-mail- akterrune@yahoo.com

Rangs Properties Ltd.  (9th January 2016 –Till now) a RANCON company
Department: Administration 
Designation: Executive
Area of Responsibilities:  (a) Coordination work for cross cultural activities (b) Customer Service 
(c) Billing (d) Crisis Management (e) Logbook checking (f) Repair & Maintenance (g) Meeting room reservation and communication (h) Keep update of all admin files (i) Stationaries (j) Any other job assigned by the management 
Internship (24th June 2012 - 25th September 2012) 

AB Bank Ltd. New Elephant Road Branch, Dhaka

· Meeting and greeting customer, providing customer information & customer service and product promotion.

· Assisting senior officer’s documentation management, data entry, account processing and other ad-hock project as and when necessary.
The experience boosted my confidence to step in banking sector, get acquainted with daily dealings of general banking, working environment, manner and urgency in work, direct client handling, liaison with internal management and external working partners. It was invaluable experience for my future working opportunity     

· To obtain a position as personnel in a growing, dynamic and vision oriented organization to implement administrative and increasing managerial skill, interpersonal communication, leadership & public relations. 

· Operating systems  : Windows2000, Windows XP, Windows 7                          
                

· Office Programs     : MS-Word, MS-Excel, MS-Power Point.                

       {{    
           
· Internet
        :  Browsing, mail checking etc.
Personal Characteristics    

· Self Confident, Hard Worker, Strong Analytical and Leadership Skills, Excellent Interpersonal and Communication Skills. 

· Bengali


      :
Mother tongue.
· English


      :
Fluent in writing, listening and speaking.

· MBA-Major Human Resource Management: University Of Development Alternative-CGPA, 3.63 out of 4.

· Graduate, 2013, BBA- Major Marketing: University of South Asia, Bangladesh, CGPA- 3.76 out of 4

· HSC, 2008, Dhaka Board, Science Group, Zarina Shikder Girls High School & College - Dhaka, GPA 3.70 out of 5

· SSC, 2006, Dhaka Board, Science Group , Zarina Shikder Girls High School & College, Dhaka, GPA 4.31out of 5


Personal Profile:
Father’s name                                               :  Md. Rafiqul Islam
Mother’s name                                             :  Bokul Begum
Nationality                                                    : Bangladeshi
Date of Birth                                                 : 17th  july 1991
Blood group                                                  : B+ ve
Sex                                                                : Female
Marital status                                                : Unmarried.
Religion                                                        : Muslim (Sunni)s
Parmanent Address                                       : Vill.-Gobrakura. Post.Shaplabazar,Upazila- 
 



            Haluaghat. Dist.-Mymenshing, Bangladesh.
National ID


            :19912692848000150
Rune Akter
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