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Personal Capabilities:
)Career Objective:	
To build up a career through the challenging position where I can apply my academic and other knowledge to show the real capability in a proper way. A challenging position providing career enhancement, sportsman sprits, communication skills development and educational experience. A desire to work meaningfully through consistency, discipline and hard work.

Personal Capabilities:
· Hard working.
· Leadership capability.
· Able to work effectively in groups.
· Ability to work under pressure.
· Flexible mentality.

Academic Records:


· Masters of Business Administration (M.B.A.) 
Major			: Human Resource Management
CGPA			: 3.06out of 4.00 scales 
Year of Passing		: 2017
University		: American International University– Bangladesh (AIUB)

· Bachelor of Business Administration (B.B.A.)
Major			: Human Resource Management
CGPA			: 2.93 out of 4.00 scales 
Year of Passing		: 2013
University		: American International University– Bangladesh (AIUB)

· Higher Secondary Certificate (H.S.C.)
Major Area		: Business Studies 
GPA			: 4.70out of 5.00 scales
Year of Passing		: 2008
Institute		: B.N.M. Rifles public School & College

· Secondary School Certificate (S.S.C.)
             Major Area		: Science
GPA		           : 4.69out of 5.00 scales
Year of Passing		: 2006
Institute		: Ideal School and College

 (
Personal Profile:
)


Skills:
	· Sufficient grasp on both Bengali and English languages in all forms. 
· Have useful understanding of MS Word, Excel and PowerPoint.
· Efficient in multimedia presentation.
· Efficient in Public Speaking.




Personal Profile:
· Father’s Name: Zahir Uddin
· Mother’s Name: Nadira Akter
· Date of Birth: 24th August 1991
·  (
Experiences
:
)Nationality: Bangladeshi
· Religion: Islam
· Marital Status: Married


Working Experience:

· Internship in Uttara Bank Limited from 1st  September 2013 to 30th November 2013.

Job Responsibilities:
1. Proofread HR documents including audits, marketing information, and handbooks.
2. Manage Pre-Employment Processes
3. Track cost and effectiveness of media outlets for job postings
4. Post new positions on various websites including their official website and bdjobs.com
5. Sort incoming resumes and logs them into appropriate tracking spreadsheets
6. Coordinate candidate interviews, physicals, and testing
7. Complete and mail out offer letters
8. Manage and Accurately Report Time and Expenses.
9. Update our internal databases with new employee information, including contact details and employment forms
10. Gather payroll data like leaves, working hours and bank accounts
11. Screen resumes and application forms
12. Schedule and confirm interviews with candidates
13. Post, update and remove job ads from job boards, careers pages and social networks
14. Prepare HR-related reports as needed (like training budgets by department)
15. Review and distribute company policies in digital formats or hard copies
16. Provides payroll information by collecting time and attendance records.
17. Submits employee data reports by assembling, preparing, and analyzing data.
18. Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.
19. Maintains employee confidence and protects operations by keeping human resource information confidential.
20. Referring issues to senior HR staff
21. Conducting inductions of new staff
22. Responding to other ad-hoc queries from other personnel in the company


·  (
Reference
s
:
)Worked as Junior Apprentice, Grameenphone Customer Care service from 2nd January 2014 to 13th June 2015.

Job Responsibilities: 
1. Provide one-stop quality Customer Service over phone to ensure positive customer experience
2. Proactively aware/inform customers regarding GP products/service
3. Sale through inbound and outbound contacts
4. Capture customer insights and escalate critical issues / complaints and provide timely feedback
5. Maintain targeted KPI on a regular basis
6. Serve customers with helping attitude to play a significant role in customer satisfaction, retention and acquisition to enhance Grameenphone brand image.
7. Handle special requests and complaints of customers
8. Ensure quality customer service & retention through hot-line
9. Collect and store useful data within our back end system
10. Ensure follow up through emails, phone or any required means


· Worked as Collection Executive, Retail Collection in BRAC Bank Limited (Deputed by E-Zone) from 19th September 2016 to 30th August 2017.
 
Job Responsibilities: 
1. Managing risk portfolio (PAR)
2. Informed CIB (Credit Information bureau) status to the customers.
3. Maximize a bank's risk-adjusted rate of return by maintaining credit risk exposure within acceptable parameters.
4. Prepare daily and monthly reports according to customer feedback.
5. Checking customer payment history and information.
6. Increased risk awareness, which facilitates better operational and strategic decision-making.
7. Keep track of assigned accounts to identify outstanding debts
8. Plan course of action to recover outstanding payments
9. Locate and contact debtors to inquire of their payment status
10. Negotiate payoff deadlines or payment plans
11. Handle questions or complaints
12. Investigate and resolve discrepancies
13. Create trust relationships with debtors when possible to avoid future issues
14. Update account status and database regularly
15. Alert superiors of debtors unwilling or unable to pay when necessary
16. Comply with requirements when legal action is unavoidable
17. Manage multiple accounts for delinquency and debt collection efforts
18. Locate and contact debtors about outstanding obligations
19. Send out past due notices for delinquent accounts or for missed settlement payments
20. Investigate and resolve complaints regarding incorrect debt collection attempts
21. Report address changes and maintain files regarding debtors for correct and current contact information
22. Compile reports on delinquent accounts and report missed payments to credit bureaus
23. Collect outstanding debts from clients and achieve collection target to ensure positive cash flow.
24. Offer 24×7 services to customers in prompt and accurate manner.
25. Review collection queue to perform collection activities accordingly.
26. Close a specific number of collection accounts each month to meet assigned target.
27. Assist the company to take legal action against debtors by providing necessary information.
28. Attend educational programs for professional growth and skill development.


· Worked as Retail Underwriting Executive (Credit MIS), Credit Risk Management in BRAC Bank Limited (Deputed by E-Zone) from 1st  September 2017  to 3rd  February 2018

Job Responsibilities:
1. Receiving all sort of loan files and related documents and delivering them to the right concern
2. Giving the entry of retail loan and credit card files data
3. Performing Dedupe search to find out customer's previous transaction or relation with Bank or with other financial organization
4. Keeping the record of all kind of Received/ Approved/Sent Back and Declined files 
5. Performing different more MIS related tasks according to the need of the company
6. Verifying Customers Identity (NID, Smart ID, Passport)
7. Sending the CIB Report


· Worked as Assistant Relationship Officer in DBBL (Deputed by E-Zone) from 5th March 2018 to 9th May 2018. 

Job Responsibilities: 
1. Collaborate with Private Banker to assist clients in accomplishing wealth management objectives.
2. Managing Customer Expectation
3.  Identify potential customers through databases, cold calling, follow up leads and telephone/personal contacts etc. 
4. To sell Personal finance products to the specified target customers/segments and meet monthly sales targets. 
5. To contact potential customers and convince them about the bank’s product offerings. 
6. Ensuring that the conclusions on all the business sourced on Telesales leads, should be reported to ARM/RM. 
7. To ensure “Know Your Customer” requirements as prescribed by the bank 
8. Data confidentiality and secrecy norms of the bank are adhered to. 
9. To ensure that no customer application is misplaced and is kept in safe custody. 
10. To ensure that code of the conduct as per the bank bank’s policy are adhered to. 
11. To ensure that all the documents provided by the customer for completion the card applications are duly checked and forwarded to the relevant bank officers. 
12. To ensure that I do the documents original sighting as laid out in the original sighting guidelines of the KYC policy of the bank.
13. To ensure that the sales process prescribed by the bank is fully adhered to. 
14. Verify that potential customers satisfy all criteria required of a desired customer profile as outlined by the bank. 
15. Derive insight to competitor’s sales activities and effectively report them to the Area Sales Manager/Relationship Manager. 
16. Ensure full awareness of all policies related to operational risk and misselling, etc & comply by the same. 
17. Maintain complete and detailed knowledge of all assigned products. 
18. Maintain accurate and up to date activity records. 
19. Maximize sales referral opportunities by working with customer service colleagues. 
20. Delivering service to customers that is synonymous with the consumer brand experience being promoted by the organization. 
21. To ensure performance as per the performance management criteria.
22. Perform as key contact point for portfolio of clients dealing with routine matters throughout range of services and products.


· Working as Data Entry Executive (Credit MIS), Credit Risk Management in United Commercial Bank Limited (Deputed by Ornate HRM Ltd.) from 13th May 2018 till now.

Job Responsibilities:
1. Receiving all sort of loan files and related documents and delivering them to the right concern
2. Giving the entry of retail loan and credit card files data
3. Performing Dedupe search to find out customer's previous transaction or relation with Bank or with other financial organization
4. Keeping the record of all kind of Received/ Approved/Sent Back and Declined files 
5. Performing different more MIS related tasks according to the need of the company
6. Verifying Customers Identity (NID, Smart ID, Passport)
7. Sending the CIB Report
8. Calculating the DBR (Debt Burden Ratio) on daily basis

Training:
1. Program Name: Debt Recovery Strategies.
Organized by:  BRAC Bank Ltd. (ACTIVA)
[bookmark: _GoBack]             Trainer: Late Mr Reyaz Mohemmad (From INDIA)
             Duration: Two Days Training workshops.

2. Program Name: Diversity & Sexual Harassment.
Institute: BRAC (Organized by BRAC Bank)
Duration: One Day Training workshop.

Reference:

	Sk. Fakrul Alam

Sub Assistant Engineer
Viyellatexgroup
Le Méridien Dhaka (6th Floor) 79/A Commercial Area, Airport Road, Nikunja 2, Dhaka 1229
Phone: 01712846890

	Humayun Kabir

Sub Assistant Engineer
Bangladesh Water Development Board
O&M Circle
23/1 Hassan Court, Motijheel, Dhaka
Phone:01712246515



Signature ……………….
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