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Curriculum Vitae of
Kaniz Fatema Choudhury
Contact Address:
House #3/D, Shahporan R/A, Khadimnogor, Sylhet.
Cell: 01737638807 
E-mail: kanizchoudhury90@gmail.com 

Career Objective:

I want to work in an office environment in where I can use my knowledge, skill, experience, expertise and working power to prove myself efficient enough for my position and interest. Through my job, I want to serve organization as well as my country.

Educational Background:
MBA (Masters)
Subject
: Management 
Passing year
: Appeared
Institute 
: Modon Mohon College, Sylhet.  
Under          : National University 
BBA (Honors)
Subject
: Management
Passing year
: 2018
Institute 
: Modon Mohon College, Sylhet. 
CGPA
: 2.85 (Out of 4)
Under 
: National University

Higher Secondary Certificate (HSC)
Group

: Business
Passing year
: 2012
Institute 
: Jalalabad College, Sylhet. 
Board

: Sylhet

GPA

: 4.50 (Out of 5)
Secondary School Certificate (SSC)
Group
: Science
Passing year
: 2010
Institute 
: Al-Amin Jamia Islamia High School. 
GPA
: 4.19 (Out of 5) 

Board
: Sylhet 
Computer Skill:
Operating System
: Windows 7/8/10, 2000, XP

Office Suits 
: MS Word, MS Excel, MS PowerPoint.

Internet 

: Proficient in Internet browsing and professional in E-mail.
Language Proficiency:
English

: Proficiency in Reading, Writing, Listening & Speaking.
Bengali
: Native Language (Excellent in Reading, Writing, Listening and Speaking-Loud, Clear & Fluent)
Training: 

Company Name
: Thousand Careers (Online Job Portal)
Position

: Intern
Location

: House #1, Road #12, Block A, Upashahar, Sylhet.
Duration

: 17th December 2019 (Ongoing)

Responsibilities:
· Deals with client over phone call.

· Daily work update in Spreadsheets & websites.

· Create & update client’s online portfolio.  
· Fill-up daily targets of support and proper guideline to users over phone. 

· Give solution & suggestions according to user’s requirement.  

· Maintain office rules & regulations.    

Personal Information:
Full Name


: Kaniz Fatema Choudhury
Husband's Name 

: Fahim Kabir Chowdhury  
Father's Name

: Ahmedur Rahman Choudhury
Mother's Name

: Fahmida Rahman Choudhury
Date of Birth

: 9 November 1993
Present/Permanent Address: House #3/D, Shahporan R/A, Khadimnogor, Sylhet.
Religion


: Islam
Nationality


: Bangladeshi (by birth)

Marital Status

: Married


Gender 


: Female

Blood Group

: B+ (Positive)

Special Proficiency:
· Work independently & with team.
· Dedication in work & Responsibilities. 
· Good communication skill.
· Self-motivated, Enthusiastic and Punctual.
· Sense of good organizational behavior.
· Good analytical skills and solution focused person. 
· Critical Thinking management skills.
· High Levels of Energy, Tolerance.
Interest & Hobby:
Inquisitive about world affairs, watching TV News, Writing Poem, Internet browsing, Computer application, Reading, Travelling & Attending seminars.
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