Shah Mohammad Istiaque 
Location: Sylhet City
Telephone: +8801714564600 / 01915696219
Email: limon110977@gmail.com
Professional Profile: 
‘Proficient executive with a proven track record of supporting senior business figures in the management of leading corporate and non-government organizations’
With this management skill and IT, I have Extensive eager to learn new things and move

as per my superiors.
Core Skills:
· Procurement                                    
· Administrative Executive
· IT Support Engineer 

            •    Client liaison 
· Accounts management

•    Payment Follow-up 
· Finance management 

•    Operation
· Executive Assistant


•    Financial Statement
· Customer service


•    Receivables & Payables
· Presales 
· Transaction Process 



Career Summary:

 IT Support Engineer
September 2015 – December 2016


Outsourced from Enterprise Catalyst Entelyst,

“QATAR TOURISM AUTHORITY”

IT Support Engineer
January  2017 – December 2017



Outsourced from Enterprise Catalyst Entelyst,
“Porr HBK QATAR METRO RAIL Project”
Key of Responsibilities

· Remote Desktop

· Basic Windows Server Management

· Windows and MAC user system troubleshoot

· Technical support for client as per their request.
· Responding queries via email , Chat, ,Phone or Remote Desktop Connection. 

· Computer Hardware troubleshoots. 
· Microsoft Office Package Manage for users
· Windows Operating System Troubleshoot

· User support and connectivity

· Installing and manages software for fix issue. 

· Basic Knowledge of Active Directory Management, DNS, DHCP 
· Remotely Accessing hardware or software for clients to make changes 
And fix problems. 

· Resolving problems with network and other computer system
Special Experience: Support Assistant Video Editor, 6 months for Clients: Video editing, Color grading, Sound managements with Filmora 9 and Adobe Premier Pro 2015. 

Procurement Officer / Business Support Executive

March 2018 – December 2020
“Enterprise Catalyst Entelyst QATAR” 
Support all administrative , accounts & finance activities in Information Technology supply & service Provider Company; liaising with clients, vendors , internal staffs and external professionals on behalf of higher management. 
     Key of Responsibilities
· Support all administrative activities among the company.
· IT and Technical Team support, troubleshoot.
· Process customer PO, Invoice ; Create cost analyze sheet compare with best Vendors price.
· Preparing all Invoice, Bill, PO’, Customer Estimates Quotation within ZOHO BOOK cloud based Accounting & CRM Software.
· Maintain receivables & payables record in Excel.
· Handling & sending accounts related Statements both to vendors and customers.

· Follow up with customers for payments and Sending Accounts statement if required.
· Negotiate with customers for payments if payment is overdue.

· Negotiate with vendors to get more discounts on pricelist.
· Prepare and follow up monthly and annual Sales reports if required.
· Internal Auditing and Prepare financial report sheet every month.
· Arrange sending shipments across the world as per the requirements of customer.

· Keeping record of day to day Stock after receive shipments from vendors.
· Having Basic knowledge for Internal Auditing of Petty cash, invoice, Purchase Order and Bank Payment Vouchers for Quick Book Accounting Software.
· Manage quick book accounts software entry for Invoice, PO’s etc.
· Manage Customers and Vendors Cash flow on day by day basis.

· Creating and manage annual turnover statement.
· Handling companies all bill related to office & staff accommodations. 

· Audit every POs, Invoices received by sales team and from customers.
· Processing Transactions such as withdrawals, transfers and foreign exchange.
· Create Payment Receipt Notes, Delivery notes, Issue notes, Goods Return Notes.
· Create quotation for confidential tenders and manage datas.
February 2011 – August 2012 


Customer Service Agent
Robi Axiata Limited Bangladesh

Telecommunication Service Provider
Support local Branch Customer services for resolving issues of customers and recording each customers issue day basis.
      Key of Responsibilities
· Dealing a large number of customers on a day basis and ensure customer satisfaction.
· Handling customer enquiries and referring customers for best solutions.

· Handling customer complaints promptly and giving prompt solutions.
· Ensure every customers are satisfied with services.
· Training junior staff members of customer services.
· Showing basic troubleshoot of mobile phones, laptops to ensure customer satisfaction.
· Recording each day in own excel sheet and send to Brach Manager.
· Attending phone calls of customers if required.
Skills & Achievements 
· Strong Communication Skills, Interpersonal and Team work Skills, Computer Skills, Negotiation Skills, Leadership Skill, Planning Skill, Administrative Skill, and Finance & Accounting Report writing Skill, Self Motivated, Analytical and Problem solving Skill.
Education:
Higher Diploma in Computer Hardware & Networking

Shornali Karigori Proshikkhan Kendro Affiliated  by

BANGLADESH TECHNICAL EDUCATION BOARD

GPA-A

Year: 2011 – 2014
Post Graduate Diploma in Computer Science

Bangladesh Technical Education Board (BTEB)

GPA-A

Year:2013
Higher Secondary Certificate (HSC)

Sylhet Government Collage,

Science Group.

GPA-3.00

Year:2010
Secondary School Certificate (SSC)
N.G.F.F High School,

Science Group,

GPA-3.88

Year:2006
IT Skills:
· Worked as IT Helpdesk Support Engineers in Qatar Tourism Authority 
· Worked as IT Help Desk Support Engineer in Porr HBK QATAR METRO RAIL 
Personal Information: 
Language Proficiency

 :     English- Expert
 :     Arabic – Understand
 :     Hindi – Fluent
 :     Bangla - Expert
Name 

:
Shah Mohammad Istiaque

Address
:
Sylhet City
Date of Birth
:
17th May, 1990

Religion
:
Islam

Nationality
:
Bangladeshi (By birth)

Sex

:
Male

Passport No
:
BF0720378

Height

:            5 feet 8 inch
Reference available on request
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