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Reliable work ethic, speedy learner, able to think outside the “box” and keen to use financial, analytical and administrative skills to develop and grow the business with over 5 years’ experience in Bangladesh as well as abroad. In search of a stimulating position to incorporate knowledge and potential aptitudes in a highly inspiring working environment where best possible level of professionalism and efficiency would be achieved.

Academic Background:

· Masters Degree (MSc) in Accounting & Finance, 2009 – 2010, University of Greenwich, London, UK. Pass with merit
· Bachelor of Business Administration Degree with major in Accounting and minor in Finance, 2002-2006, Independent University, Bangladesh. Cumulative GPA: 3.21, Dean's merit list

· Accomplished research works:

· A case study of a small company in UK hospitality industry to examine their budgetary practice concerning control, planning and performance measurement system, 2010 (June- September).

· A project on switching cost, customer satisfaction, customer loyalty and its effect on brand preference in the context of CEMEX Bangladesh Ltd, 2007 (Feb – April).

Achievements:

· Target driven attitude and great team effort caused a reduction of the credit period from 90 days to 60 days at Cemex, Bangladesh within a very short period of time

· Reduced file retrieval time by 60% by employing a centralized electronic filing system at City Lord

· Won weekly & monthly target competition on a regular basis at Imli Ltd, UK
· Awarded full free scholarship to successfully complete the Bachelor degree

· Awarded a gold medal as stood 9th in order of merit list in Higher Secondary examination.

Skills & Competences:

Language skills: Excellent communication proficiency both in English & Bengali
IT Literacy: Distinguished and strong working knowledge of J.D. Edwards System, Lotus Notes and Outlook Email, and fully competent with MS Word, Excel, PowerPoint and Operating Systems: Windows 2000, XP, and Vista with a good typing speed (40/min).
Professional skills:

- Proficient to focus on the minute details of the transactions and ascertain high level of accuracy in compiling and analyzing financial data with a great grasp of the accounting principles and book-keeping practices 

- Adequate knowledge of the financial planning and management along with a proactive approach to challenges

- Capable to be changed according to circumstances, flexible with time and days and undaunted of longer hours working or traveling and 
- Resourceful in the completion of projects and ability to handle multiple tasks within strict time frames and resolute deadlines
Training:

Admin Volunteer training (Emergency Response) at British Red Cross Society, London, March, 2010

Health and Social Care training at Angel Training College Limited, London, February-March, 2010

Security Industry Authority (SIA) License Training at Highfield Awarding Body for Compliance organized by G4S, London, June-July, 2012
Work Experience
Accountant, September 2013- Present, Peace International School, www.pis-bd.org 

To maintain petty cash and bank records, review of all purchase invoices, control of pupil registration fees and deposits, dealing with queries from parents on fee matters and assist with any other duties to ensure the smooth running of the Accounts and Front Department as required by the PIS. 

Administrative Assistant, August 2011- March 2013, City Lord Real Estate Ltd, www.citylordltd.co.uk 

As a part of letting, sales and property management team, I was mostly responsible to deal with account receivables & payables, bank reconciliation, inventory management, study property listings, make plans for meeting potential landlords and tenants, discuss conditions of sale and draw up real estate contracts. Writing reports, analyzing financial performance of the business, and presenting results and updates at company meetings was routinely required. 
Guest Service Executive, June 2010 – Feb 2013, Imli Ltd, www.imli.co.uk/ 

· Operate the table booking systems as well as EPOS/till systems, including cash handling, as required.

· Achieve targets and objectives and also promote the company using various advertising method.

· deliver excellent customer service politely and efficiently by engaging and connecting with customers and responding to their needs at all times ensuring customer satisfaction standards were exceeded, 

· Assist supervisors with closing the daily sales and analyzing the Cash flow.
Credit Control and Customer Service Officer, May 2007 – September 2009, CEMEX, www.cemexbangladesh.com       
· Prepared detailed progress report of bank reconciliation and mediate with the bank

· Effectively monitored clients’ accounts and controlled credit given to them 

· Carried out investigation to resolve queries relating to non-payment of invoices as well as any payment discrepancies

· Responsible to reduce debtor days by chasing outstanding debt or collecting payments timely

· Reassessed daily account receivables, sales and collection report generated from a ERP system

· Handled appropriately customer inquiries and service issues as well as ensure proper documentation of VAT documents, Commercial Invoices and Customer Records
After all, assisted and coordinated immediate supervisors, Global Relationship Managers and other team members in customer service and Credit related activities to achieve win-win situation by demonstrate effective negotiation skills.    

Trainee, February 2007 – April 2007, CEMEX, Bangladesh,  www.cemexbangladesh.com
A temporary position as an intern to work on a project named ‘A correlation between switching costs, customer satisfaction, customer loyalty and its effect on brand preference’. Other responsibilities included processing sales orders and all types of payments, and ensuring deposit all payments to the bank as well as preparing a daily News report on Politics, Economy and Construction Industry in the context of Bangladesh.    
Interests and Hobbies:

To be engaged in community work, be acquainted with people from different backgrounds, travel around the world, to keep myself updated concerning world economy and self defense training especially kick boxing. 
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