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	Address: House#03, Road#02, Sector#07, Uttara Model Town, Dhaka 1230. 
Mobile No 1: 01819497765
Mobile No 2 : 01772033333
Phone (Residence): 58951923 
e-mail : jabedhabib78@gmail.com 
             its_arif@yahoo.com 

	

	


	 

	 

	Career Objective:

	To be a unique asset of the organization by setting high performance standard. 


	Career Summary:

	Manager (HR, Administration and Camp)
OSJI Joint Venture -JFE Engineering Corporation, Japan (The Construction of Kanchpur, Meghna, Gumti 2nd Bridges  and Rehabilitation of Existing bridges)
From 15 August 2017 to 27 December 2019 


	Special Qualification:

	Post Graduate Diploma in Human Resources Management (Bangladesh Institute of Management)
Masters of Commerce (Management) 


	Employment History:

	Total Year of Experience : 18.8 Year(s) 

	1.
	Manager (HR, Administration and Camp) ( August 15, 2017 - December 27, 2019)

	 
	OSJI Joint Venture - JFE Engineering Corporation, Japan (The Construction of Kanchpur, Meghna, Gumti 2nd Bridges and Rehabilitation of Existing bridges) 
Company Location : Pakhiar More, Gazaria, Munshigonj, Dhaka. 
Department: Human Resource & Administration 
Duties/Responsibilities: 
Manages Joint Venture HR & Admin department, ensuring proper allocation of responsibilities. 
Prepare administrative budget and manage Petty cash management.  
Responsible for payroll and benefits management across the site and central operations. 
Manpower Planning. 
Conduct Recruitment & selection. 
HR & Admin periodic statistical analysis reports prepare. 
Accomplishing Performance evaluation system. 
Salaries administration, review and recommendation. 
Maintaining Human Resource information system and Personal Files. 
Facility management for Joint Venture office including rent contract, security, access cards, office furniture, bills etc. Manage expense claim, allowance claim, medical claim, and income tax return for expatriates. 
Monitor costs and expenses to assist in budget preparation.
Responsible for health Insurance and workman Compensation programs and managing claims. 
Ensure HR activity meets and integrates with organizational requirements for quality, H&S, legal and ethical stipulations. 
Overseeing Bangladesh employee and foreigner’s accommodation. 
Purchase required items for site works within the guidelines of the site purchasing procedures with preparing RFP (Request for Purchase) and PO (Purchase Order). 
Ensuring employee records are complete and regularly updated. 
Suggest and facilitate training and development programs. 
Responsible for travel plans management (hotel/transport/visas). 
Collect quotations for small works and services from local suppliers as required. 
Look after the Labor Law. 
Managing company vehicle. 
Liaison with Law enforcing agencies. 
Organizational structure documentation including organization chart, job descriptions, responsibilities and authority matrix. 
Documented mapped and certified company procedures and records. 
Enhance awareness of the HR and Quality Management System among employees. 

Manages and coordinates maintenance and repairs on camp facilities including plumbing, painting, carpentry, cleaning, and electrical duties.
Employs and supervises staff to operate dining facilities.
Inspects all camp facilities and reports to relevant personnel.
Supervises and orients camp Laborers.
Assumes responsibility for security of camp facilities and camp personnel.
Maintains liaison with in-house nursing staff and medical clinics in the area.
Assumes responsibility for weekly camp attendance summary, financial records and other required reports.
Assumes responsibility for inventory and ordering of equipment and supplies.

Assumes responsibility for checking in and out camp grounds and non-camp groups and maintenance records.
Assumes responsibility for maintaining standard first aid supplies.


	2.
	Manager (HR & Administration) ( January 1, 2016 - July 31, 2017)

	 
	Libra Infusions Limited 
Company Location: Head Office & Factory: I/7, Mirpur Industrial Estate, Rupnagar, Section-2, Dhaka-1216. 
Department: Human Resource & Administration 
Duties/Responsibilities: 
Contribute in implementing HR policy as per law and best practices of the Pharmaceutical. 
Motivating personnel towards discipline and make employees pro-active. 
Assist line Managers in workforce analysis/ planning. 
Co-ordinate and assist in the recruitment process. 
Prepare notes, draft, office orders and memos in respect of day-to-day HR activities. 
Assist in conducting employee performance appraisal as per requirement. 
Assist in executing training and development program of the Pharmaceutical. 
Assist in administering day-to-day functions of Employee relations, which includes employee engagement, Events management and meetings. 
Maintain all personnel records and ensure proper documentation of all HR related files as per Pharmaceutical Policy. 
Assist in Handling the grievance and disciplinary issues smoothly in ensuring proper discipline of the pharmaceutical. 
Will be responsible for day to day HR and Admin activities of the pharmaceutical. 

	3.
	Senior Administrative Executive ( December 1, 2012 - September 30, 2015)

	 
	Social Marketing Company (SMC)-ORS Factory 
Company Location: Zamirdia, P.O: Seed Store Bazar, Bhaluka, Mymensingh. 
Department: Human Resource & Administration 
Duties/Responsibilities: 
Assist supervisor in handling employee disciplinary matters in the factory as per labor law 2006. 
Assist supervisor in ensuring hygiene, safety and security of the factory. 
Manage overall canteen operation of the factory. 
Maintain employee data base and other relevant record in an organized manner. 
Liaise with different local govt. bodies as per the instruction of supervisor. 
Liaise with Head Office HR to solve any HR related issues in the factory. 
Assist supervisor in building employee morale and a satisfactory work environment. 
To ensure that the company's personnel policy is effectively implemented throughout the company in a uniform manner. 
To maintain harmonious relations between the management & staffs. 
To arrange induction of all new employees including management staffs. 
To study labor turnover and try to reduce it. 
To keep complete employment records. 
To organize training programs on safety, health hygiene, civil defense & firefighting etc. for all employees including staffs. 
To take charge of training activities of all employees. 
To organize and control employee co-operation. 
To assist employees in transport, housing and other related problems. 
To take care of people, within prescribed limits, when they become sick or injured on the job. 
To do everything that is practical and possible to promote good health among our employees. 
To maintain safety record and statistics. 
To ascertain the actual number of hours/days worked by each employee at the end of each month. 
To keep up-to-date wage survey records. 
To communicate to all departments the operative rules and regulations of the company and amendments and additions there to from time to time. 
To look after attendance management of all staffs. 
To look after the security staffs and their activities. 
To look after the transport of factory. 
All leave applications for officers & staffs duly recommended should be under the disposal of the incumbent. 
All TA bills/conveyance bills should be checked for scrutiny before disposal by the management. 
All applications for loan from staff provident fund should be checked for scrutiny and recommendation. 
All company houses are to be properly looked after by the incumbent. 
Should be responsible for assisting the management for the preparation of future manpower plan. 
Should be responsible for visitor's required issues and entertainment. 
Canteen & kitchen management should be looked after by the incumbent. 
Should be responsible for cleanliness & hygiene of the premises, toilet, canteen etc. of the factory. 
To arrange dresses and uniform of all employee's and visitors. 
To look after garden of the factory and enhance the beatification of the factory. 
Should be responsible for all disciplinary functions within the organization. 
To discharge any other duty entrusted by the management. 
Should also perform all such other functions as are assigned to him by the GM, Manufacturing. 
Understanding organizational needs & doing manpower planning. 
Prepare manpower & turnover Statistic. 
Enter personal data for new employee in system. 
Serve as a link between management and employees by handling questions, interpreting and administering Contracts and helping resolve work-related problems. 
Ensure the right use of the office assets. 
Review, update and maintain personal files and other HR documents in an efficient, timely, orderly and confidential manner. 
Renewal of license/ agreement, etc. 
Provide routine checks of office maintenance. 
Oversee pest control activities in line with schedule ensure good housekeeping, proper sanitation & cleaning and maintenance of factory and office premises to ensure GMP adherence. 
Provide day to day administrative and HR support to various departments of the factory. 

	4.
	Deputy Manager (HR & Administration) ( July 1, 2007 - November 30, 2012)

	 
	Compugates International (Bangladesh) Limited (Robi Distribution Partner) 
Company Location : Suite 5.02,Plaza A R, House #2,Road #14,Dhanmondi, Dhaka-1209 
Department: Human Resource & Administration 
Duties/Responsibilities: 
Preparing JDs and Job advertisements. 
Coordinate employee recruitment & selection process at all level. 
Developing and executing recruiting plans. 
Keeping effective liaison with reputed Universities for recruitment purpose. 
Understanding organizational needs & doing manpower planning. 
Managing any recruitment interfaces professionally & positively. 
To screen, select, arrange & interview candidates and give feedback& advice to the hiring manager on the suitability of the candidates. 
Follow recruitment policies and procedures from time to time based on local labor requirements. 
Ensure recruitment systems, processes and policies are applied for all hires. 
Prepare documents related to staff employment activities, such as reference check, employment contracts.        Conduct first-day orientation for new employee. 
Enter personal data for new employee in system. 
Provide team admin support such as employee referral program, recruitment status report and filing. 
Managing any recruitment interfaces professionally & positively. 
Prepare and update confirmation, contract renewal, yearly increment, salary adjustment, individual salary statement and succession planning.
Operate HRIS to keep associate information up to date. 
Support new employee introductions. 
Monitor daily Attendance and Leave. 
Ensure Monthly payroll administration is performed accurately & handling compensation & benefits activities. Formulate and maintain HR related policy, Exit policy, Company secrecy policy and Quality policy. 
Prepare & update for new employees, insurance, maternity, inter-transfer, show cause, warning and discharge. Prepare manpower plan. 
Prepare annual training plan. 
Coordinate and conduct all training activities and maintain contact with all external training institutions and agencies in relation to all employees. 
Must be capable of making Need Assessment (TNA).
Maintain corporate mobile (SIM Card) service. 
Issuance of mobile phone SIM cards to the employees. 
Serve as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems. 
Maintaining liaison with company senior management on various issues related to company. 
Look after the Labor Law, VAT and Taxation. 
Maintaining liaison with concerned Govt. offices. 
Develop Update, Monitor and Supervise on Health, Safety & Environment of the company. 
Ensure the right use of the office assets.
Review, update and maintain personal files and other HR documents in an efficient, timely, orderly and confidential manner.  
Coordinate the arrangement of the company cars. 
Renewal of license/ agreement, work permit for expatriates, Visa, Air ticket, etc. 
Keep contact with different workshop and assist to arrange repairing of vehicles; assist to supervise and ensure proper maintenance of all vehicles. 
Maintaining and updating the overall inventory system of the organization. 
Provide routine checks of office maintenance. 
Supervise the security and cleaning services. 
Printing of letter heads, business cards and other printing jobs. 
Prepare ID Cards & Business Cards and issue the same to the employees. 
Maintain and control all admin issues i.e. Utility services, accommodation, transportation, office equipment & tools, decoration, program arrangements, staff activities. 
Managing day to day Admin and HR related activities. 

	5.
	Senior Officer (HR & Administration) ( November 15, 2000 - June 28, 2007)

	 
	Sunflower Life Insurance Company Limited 
Company Location: 15, Dilkusha C/A (7th & 9th Floor), Dhaka-1000 
Department: Human Resource & Administration 
Duties/Responsibilities: 
Prepare and update leave state, yearly increment, salary adjustment and individual salary statement. 
Formulate and maintain HR related policy, Exit policy, Company secrecy policy and Quality policy. 
Prepare & update for new employees, insurance, maternity, inter-transfer, show cause, warning and discharge. Coordinate and conduct all training activities and maintain contact with all external training institutions and agencies in relation to all employees. 
Must be capable of making Need Assessment (TNA) identify staff vacancies and recruit, interview and select applicants. 
Serve as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems. 
Maintaining liaison with company senior management on various issues related to company. 
Look after the Labor Law. 
Maintaining liaison with concerned Govt. offices. 


	Academic Qualification:

	Exam Title
Concentration/Major
Institute
Result
Passing Year
Masters of Commerce   

Management   

National University   

Third Class,   Marks :43%   

2003   

Bachelor of Commerce   

Commerce   

National University   

Second Class, Marks :46.66%   

1999   

Higher Secondary Certificate  

Science   

Gunabati College   

First Division, Marks :67.5%   

1997   

Secondary School Certificate 

Science   

Uttara High School   

First Division, Marks :71.9%   

1993   




	Training Summary:

	Training Title
Topic
Institute
Country
Location
Year
Duration
Domestic Enquiry and Labour Laws-as amended in 2013   

Domestic Enquiry and Labour Laws-as amended in 2013   

DCCI Business Institute   

Bangladesh   

Dhaka   

2014   

1 Day   

Fire-Fighting, First Aid and Security   

Fire-Fighting, First Aid and Security   

Rapport Bangladesh Limited   

Bangladesh   

Dhaka   

2014   

1 Day   

Labor Law 2006 & The Amendments in 2013   

Labor Law   

bdjobs.com   

Bangladesh   

Dhaka   

2014   

1 Day   

English for Executives   

English   

Canadian Institute of Global Learning   

Canada   

Toronto   

2014   

2 Months   

Basic Computer Skills   

Basic Computer Skills   

Social Marketing Company   

Bangladesh   

Dhaka   

2013   

1 Day   

Human Resource Information System   

Human Resource Information System   

bdjobs.com   

Bangladesh   

Dhaka   

2008   

1 Day   

Business English and Correspondence Course   

Business English and Correspondence Course   

The People`s University of Bangladesh (PUB)   

Bangladesh   

Dhaka   

2006   

16 Days   




	Professional Qualification:

	Certification
Institute
Location
From
To
Post Graduate Diploma in Human Resources Management   

Bangladesh Institute of Management   

Dhaka   

January 1,2007   

December 31, 2007   




	Career and Application Information:

	Looking For

:

Mid-Level Job 

Available For

:

Full Time 

Present Salary

:

BDT 1,00000 (Excluding Income Tax)
Preferred Job Category

:

General Management/Admin, HR/Org. Development 

Preferred District 

:

Anywhere in Bangladesh. 

Preferred Organization Types

:

Construction, Insurance, Manufacturing (FMCG), Govt./ Semi Govt./ Autonomous body, Multinational Companies, Embassies/Foreign Consulate, Buying House, Hotel 



	Language Proficiency:

	Language
Reading
Writing
Speaking
English 

High 

High 

High 

Bangali 

High 

High 

High 

Hindi 

Low 

Low 

Medium 




	Personal Details :

	Father's Name 

:

Late Dr.Habib Ullah 

Mother's Name 

:

Mrs. Shahanara Choudury 

Date of Birth

:

August 28, 1978 

Gender

:

Male 

Marital Status 

:

Married 

Nationality

:

Bangladeshi 

National Id No.

:

4600004420
Religion

:

Islam 

Permanent Address

:

House#03, Road#02, Sector#07, Uttara Model Town, Dhaka 1230 

Current Location

:

Dhaka 




	Reference (s):

	 

 

Reference: 01
Reference: 02
Name 

:

Mitsuyuki Hashimoto (PHD)   

Khaled Habib 

Organization

:

JFE Engineering Corporation  

Sunflower Life Insurance Company Ltd. 

Designation

:

General Manager (Infrastructure Engineering Sector)   

General Manager (Underwriting, Reinsurance & Claim) 

Address

:

1-8-1 Marunouchi, Chiyoda-Ku, Tokyo 100-00005, Japan   

Dilkusha Centre (5th Floor),28 Dilkusha C/A, Dhaka-1000, Bangladesh 

Phone (Off.) 

:

9571619-20 

Phone (Res.) 

:

  

58951923 

Mobile

:

+819023395067 (Japan)   

01817041050 

E-Mail

:

hashimoto-mitsuyuki@jfe-eng.co.jp   

masum@sparkbd.net 

Relation

:

Professional   

Professional 
 




                                                                        ___________

                                                                        Jabed Habib

