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To

Staff- India
Sylhet.
Subject:  Application for the Post of “Virtual Assistant”.
Dear Sir, 

Learning through your advertisement that your office would recruit some personnel for the post of “Virtual Assistant”.
I would like to offer my candidature for the post mentioned above. I am enclosing here with my resume for your kind consideration.

I hope considering my experience and qualification you would call me for an interview and oblige there by.

Thanking You Sir

Yours truly

Signed

-----------------------

(Monira Thasfia)


Date: 15.01.2018

Resume 

Of

Monira Thasfia
Mailing address: 
Monira Thasfia
46/A, Tanti Para, Zindabazar, Sylhet Cell: 01717-457838

E-mail: monirathasfia@gmail.com 


I want myself to prove as an integral part of a dynamic organization with professional development through creating value by utmost honesty, sincerity & commitment to the responsibility


Working as “Customer Service Manager and Cash In-Charge” of cash area in Eastern Bank Limited, Upashar Branch, Sylhet from 25 April 2016 to till date.
Worked as “Customer Service Officer” at Eastern Bank Limited Upashar Branch, Sylhet  from 22 September 2011 to 24 April 2016.
Worked as an Intern in First Security Islami Bank Limited, Sylhet Branch from September 2010 to December 2010.  

Job Responsibilities:
Operational:
· Make sure SLA is maintained for each and every service provided to the customer.
· Coordinate and assist regulatory and other audits.
· Ensure high productivity of each staff in the cash area and motivate them to reach individual goal.
· Coach tellers and take refreshing sessions regarding operational issues, product knowledge and sales skills.
· To ensure compliance with existing AML policies of the bank & local directives to prevent Money Laundering.
· Maintenance of Cash Balance Book, Vault Register and Vault key holding, Locker operation.
· Make sure that the branch’s cash holding limit is not breached and cash balance and returns the cash into the branch vault, monitoring the teller’s transactions.
· To ensure that branch maintains all the records that are auditable for good audit rating.
· Preparing different types of reporting to head office and Bangladesh Bank within the deadline (CTR, STR, DCFCL, Structuring and TP Exception).

· ATM Booth necessary maintenance/ cash loading/ reconciliation.
  Financial/Sales and others:
· To achieve assets and liabilities targets and Cross selling of products. 
· To communicate with customers and potential customers for creating sales opportunities.
· Maximize branch profitability and meet other targets set by Management time to time.
· To provide high quality service to customers as per Bank policy.
· To provide customers one stop service and not to route them in different desks.
· Sales referrals identification through customers transaction and share it to co-workers.
· Providing details of cash transactions and communicating the same to the cash office head.

· Provides account services to customers by receiving deposits and loan payments. 

· Records transactions by logging cashier's cheques, traveller’s cheques, and other special services; preparing currency transaction reports.

· Cross-sells bank products by answering inquiries; informing customers of new services and product promotions; ascertaining customers' needs; directing customers to a branch representative. 

· Participated in “Foundation Program on Banking” organized by Eastern Bank Limited from September 25, 2011 to September 28, 2011 (4 Days).

· Participated in “Anti-Money Laundering” training organized by Eastern Bank Limited and Bangladesh Bank on 29 October 2011and December 01, 2012 at Sylhet.



· Masters of Business Administration (MBA)

     
2010

                Leading University, Sylhet.

                Result: CGPA- 3.37 out of 4.
                Major: Finance & Accounting.
· Masters of Social Science (MSS)



     
2006

M.C. College, Sylhet. National University.

Result: Second Class. Subject: Economics

· Bachelor of Social Science (BSS, 4 year honours),        

2005

M.C. College, Sylhet. National University.

Result: Second Class. Subject: Economics

· Higher Secondary Certificate Exam. In Science Group, 

2001

Sylhet Govt.Womens College, Sylhet Board.

Result: Second Division.

· Secondary School Certificate Exam. In Science Group, 

1998

Sylhet Agrogami Govt Girls High School, Sylhet, Comilla Board, 

Result: First Division.

· Operating Software : Windows 2007-2010/Millennium/2000/XP Professional etc.
· Application Software: Microsoft Office Package Programs such as MS Word, Excel, PowerPoint etc.

· Internet Browsing, e-mail etc.


· First Language
:

Bengali
· Second Language
:

English 

· Dialect 


:

Sylhet, as local language


Name:


Monira Thasfia


Spouse Name:
Abul Fate Md. Rafiqul Islam

Father’s Name:
Late Md.Abdul Mutalib

Mother’s Name:
Lutfa Begum

Date of Birth:
27th September 1982


Place of Birth:
Sylhet, Bangladesh


Nationality:

Bangladeshi by birth


Marital Status:
Married 


Religion:

Islam


	1. Md. Payal Ahmed       
           Manager

           Sonali Bank Limited

           Voirob Bazar Branch, Sreemangal.
          Cell- 01727241208.                                      
	2. AbulFate Mohammad Shafiqul Islam
         Upozila Nirbahi Officer (UNO) 

         The Peoples Republic of Bangladesh

         Rupgonj, Narayangonj.

         Cell-01713271741.



	
	


I, the undersigned, certified that, to the best of my knowledge and belief, these data correctly describes my qualification. If required and where applicable, all documents can be supported by authentic certificate.
     Signed
(Monira Thasfia)

Date:
PROFESSIONAL OBJECTIVES





  EXPERIENCES





TRAINING





GET IN TOUCH 





Permanent Address:


Vill: Balijuri


P.O. Badshagonj


Upozila: Dormopasha


Dist,: Sunamgonj.





Present & Mailing Address: 


           46/A (3rd floor)


	Tatipara


	Zindabazar


	Sylhet.





  ACADEMIC QUALIFICATIONS





  COMPUTER PROFICIENCY





LANGUAGE PROFIENCY





PERSONAL DETAILS





REFERENCE










