 MOHAMMAD EHTESHAMUL HAQUE
Mailing Address: House-11, Road-05, Sector- 10, Uttara Model Town,Dhaka-1230
Email Address: ehtsham64@yahoo.com
Phone #: 01316811826
Career Objective: 

Dependent and reliable with over ten years of experience managing business relations and special projects at the senior management level, serve as primary point of contact for and liaison between management, sales teams, personnel, clients, and vendors. Maintain excellent written and oral communication skills, problem resolution abilities, and a high level of confidentiality. Equally effective in event management, travel management, sales management and advanced word processing support.

Major Strengths: 

· Hotel Management
· Customer Relation
· Warehouse Supervision
Work Experiences:

Employer’s Name
:  Abdul Lateef Jameel Company, K.S.A.
Position

:  Warehouse Supervisor
Period


: June 23, 2012 - September 30, 2018
Major Duties & Responsibilities:
· Achieve high levels of customer satisfaction through excellence in receiving, identifying, dispatching and assuring quality of goods

· Measure and report the effectiveness of warehousing activities 

· Organize and maintain inventory and storage area

· Ensure shipments’ and inventory transactions’ accuracy

· Communicate job expectations and coach employees

· Determine staffing levels and assign workload 

· Interface with customers to answer questions or solve problems

· Maintain items record, document necessary information and utilize reports to project warehouse status 

· Ensure receiving, setting, repacking, scanning of spare parts  

· Make sure shipment related all works are done before Shipment to overseas

· Identify areas of improvement and establish innovative or adjust existing work procedures and practices 

· Confer and coordinate activities with other departments 

· Provided outstanding customer service and product knowledge. 

· Developed a hard working team training individuals.

Skills:       Providing excellent customer service.
· Recruiting and training team members.

· Hands on experience with office machines (e.g. fax machines and printers)

· Thorough knowledge of customer service, office management and basic bookkeeping procedures 

· Proficiency in English (oral and written)

· Solid knowledge of MS Office, particularly Excel and Word

· Excellent communication and people skills

· Good organizational and multitasking abilities 

· Problem-solving skills 
May 2007- April 2012:  Front Office Manager
Major Duties & Responsibilities:
· Trains, cross –trains, and retrains all front office personnel.

· Making Schedules the front office staff and supervises workload during shifts.

· Evaluates the job performance if each front office employee.

· Maintains working relationships and communicates with all departments.

· Verifies that accurate room status information is maintained and properly communicated.

· Resolves guest problems quickly, efficiently, and courteously.

· Updates group information. Maintains, monitors, and prepares group requirements. Relays information to appropriate personnel.

· Works within the allocated budget for the front office.

· Enforces all cash-handling, check-cashing, and credit policies.

· Conducts regularly scheduled meetings of front office personnel.

· Prepare performance reports related to front office.

· Ensure implementation of all hotel policies and house rules.

· Operate all aspects of Front Office computer system, including software maintenance, report generation and analysis, and simple configuration changes.

· Ensure logging and delivery of all messages, packages, and mail in a timely and professional manner.

· Ensure that employees are, at all times, attentive, friendly, helpful and courteous to all guests managers and other employees.

· Monitor all V.I.P 's special guests and requests.

· Review Front office log book and Guest feedback forms on a daily basis.

· Maintain an organized and comprehensive filing system with documentation of purchases, vouchering, schedules, forecasts, reports and tracking logs.

Skills: 

· Supervisor support

· Office harmony or Team Work

· Crisis handling

· Office morale

· Troubleshooting

· Customer service

· Document processing

· Records management

· Human resource management

· Accounting

· Communications

May 2001- April 2007:  Telephone operator and Receptionist
Major Duties & Responsibilities: 
· Responsible for answering and routing calls.

· Greeting visitors, and handling inquiries from customer.

· Filing, scanning, cashiering, letters as well as typing specific documentation.

· Responsible for coordinating incoming and outgoing mail.

· Organize lunch for entire sales team weekly.

· Occasionally works on special projects.

Skills: 

· Proven work experience as a Front desk manager or Reception manager

· Hands on experience with office machines (e.g. fax machines and printers)

· Thorough knowledge of customer service, office management and basic bookkeeping procedures

· Proficiency in English (oral and written)

· Solid knowledge of MS Office, particularly Excel and Word

· Excellent communication and people skills

· Good organizational and multitasking abilities

· Problem-solving skills 

April 1995- April 2001: Concierge

Major Duties & Responsibilities:
· Welcome customers upon entrance and confirm reservations

· Act as the point of reference for guests who need assistance or information and attend to their wishes and requirements

· Understand customer’s needs and provide them with personalized solutions by suggesting activities and facilities provided by the hotel

· Acquire extensive knowledge of the premises and the nearby venues and businesses to make the most suitable recommendations

· Arrange events, excursions, transportation etc. upon request from hotel residents

· Answer the phone and make reservations, take and distribute messages or mail and redirect calls

· Respond to complaints and find the appropriate solution. 

Major Achievements/Contributions:
Trainings/Workshops Attended:

· Train the trainers in 2007.
· FIRE  fighting in 2006. 
Computer Knowledge/Skills:

· Application Packages: MS Office, Internet explorer
· Customized Software: MADA (company data entry softwere)
Educational Qualification:

· Bachelor of Science in Chemistry from Dhaka University in 1986. (Passed).
· H. S. C. (Science) from  Cox`s Bazar Govt.College in 1982(Second Division)
· S. S. C. (Science) from  West End High School  in 1979 (First Division)
Personal Information:

· Date of Birth

: 09-02-1964
· Nationality 

: Bangladeshi
· Marital Status

: Married
· Religion


: Islam
· Areas of Interest
: Hotels, Management Position, Warehouse
References: 

Referee:  




 

Name                                 : Kazi Rakibuddin ahmed
Position                             : General Manager, Human Resources
Organization

:Karnaphuli Fertilizer Company Limited




Email Address

: Kazi.Rakibuddin.Ahmed@kafcobd.com

Phone


: 88-02-9183144-47
