[image: image1.png]


CURRICULUM VITAE OF
ISRAT JAHAN KEYA

House # 264 (Flat 6/2), Road # 01
Adabar, Dhaka-1207
Cell # : 017681-49693(M)/ 01786229307
email: jahan.keya@yahoo.com  
Career Objective

To work in an Organization: 

· which is disciplined and well-organized
· equipped with high-tech environment, 
· where career development opportunity exists, 
· where working environment is congenial and gender issues are addressed properly,

· where inter-departmental interaction process is maintained to attain sustainability. 
In view of perspectives mentioned above, I, as a highly motivated and gender responsive person, am wishing to build a career in an environment that enables best to utilize my academic potentiality and professional experiences especially in the field of Administration, Fixed Asset Management and Inventory Management. 
I have over 23 (Twenty Three) years’ experience in the field of Administration, Vehicle Management, Procurement process, Vendor contacs, Event management organize, Travelling and ticketing and visa process, communication support, Maintenance and cleaning process, Monthly utilities bill, Fixed Asset Management that I gathered from different national and international organization.

· Able to run Administrative works independently

· Able to handle all sorts of procurement

· Able to handle vehicle pool management

· Able to handle security management

· Able to deal HR Process and Recruitment

· Capable for Evaluation of Performance Management, process disciplinary actions, grievances handling

· Prepare and arrange monthly payroll

· Able to handle cash management

· Capable to prepare regular and revised budget and its controlling

· Able to handle all sorts of financial reporting and payment procedures

· Profound experience in IT sector

· Have experience on management of Disaster Response works. 
Description of professional experience






	Position
	Organization

	Duration
	Date from - to


	Administrative Officer
	SKS BD Aperal
	
	18 February  to till to date

	Program Officer
	CAMPE
	5 yers
	Nov 18, 2014 to 17  February 2019

	HR and Admin Officer


	Rapport Bangladesh
	1.5 yeras


	February 11 , 2013 to November 17 2014

	Administrative Officer.
	CARE-Bangladesh
	6 Years 3 Month
	November  2006  to  February 10,  2013

	Administrative Assistant
	CARE-Bangladesh
	2 Years 4 Month
	June  2004  to October 2006

	Administrative Assistant (INCOME  Project)
	CARE-Bangladesh
	2 Years
	May 2002  to  May 2004


	Administrative Assistant (GOLDA Project)
	CARE-Bangladesh        
	3 Years 1 Month
	15  February 1999 To 30 April  2002.

	Secretary Cum Computer Operator
	RD-9 Project
	3 Years 6 Month
	4 April 1995 To October 1998


Present job Resposibility

· Administrative works
· Handle all sorts of procurement

· Handle vehicle pool management

· Handle security management

· Deal HR Process and Recruitment

· Capable for Evaluation of Performance Management, process disciplinary actions, grievances handling

· Prepare and arrange monthly payroll

· Handel cash management

· Prepare regular and revised budget and its controlling

· Handle all sorts of financial reporting and payment procedures

· Profound experience in IT sector

· Have experience on management of Disaster Response work

· Assist Deputy Manager, Admin in ensuring proper implementation of the Administrative and Procurement policy.
· Maintain information and data on project equipments.

· Ensure regular maintenance of office equipments and  proper record keeping 
· Maintain Sage 300 ERP and procurement & Inventory software for data entry of fixed assets and consumable items.

· Assist the supervisor by facilitating and documenting the Administrative work
· Ensure and assist in preparing the documentations of procurement activities

· Assist Deputy Manager – Admin to ensure monthly calculation and preparing the statement of overtime for Program Assistant, Drivers and Support Staff

· Prepare fixed assets schedule and inventory management in consultation with Finance section

· Receive purchase requisitions, check requisition against store records.
· Allocate and maintain office vehicles and provide vehicle support as per approved requisitions
· Maintain register on vehicle maintenance and office maintenance.

· Assist on preparing project Administrative budget, when required.
· Prepare store indent and check purchase items ensuring that items received are according to given specification/ the purchase order in terms of quantity and quality.
· Maintain Petty cash book and reconcile petty cash in hand balance on daily basis. 

· Maintain office utility files with original bill and arrange for payment on time.

· Follow-up store items as per requisitions received from the project personnel.

· Maintain appropriate registers for all receipts & issue of goods as per policy.
· Ensure timely payments/receipts of bills from concerned unit, projects, vendors/ suppliers. 

· Take responsibility for composing the project papers and other related materials of the section.
· Perform the responsibility as per his/her level to mainstream the gender aspects/ issues/considerations through his/her works and activities to achieve the gender equity in the organization and its Programmes. 
· Update list of vendor/ service provider/ suppliers information.

· Provide all necessary support for National / International Visit / Tours. 

· Perform tasks regarding CAMPE’s own building as and when required.

· Oversee CAMPE Staff Canteen. 

· Perform other official duties as assigned by the supervisor as and when required.    


	Responsibilities:
	· Provide all sorts of HR & Administrative support to run the Organization at HO and Field level.

· Handle all sorts of procurement
· Handle cash management

· Handle logistic and travel management
· Maintain Furniture Fixture & Equipment Software of CARE Bangladesh and assigned CA number for newly procured materials.

· Receive all turnover and newly procured Furniture Fixture & Equipment items as per Challan / GRN. Ensure proper storage of all Furniture Fixture & Equipment items.

· Disburse Furniture Fixture & Equipment items to the Field Offices or CBHQ as per decision by the authority. Ensure to collect the receipted challan’s copy from the requisitioned.

· Responsible for Report any damages of FF&E items to the supervisors for necessary writ-off and dispose off.

· Ensure proper documentation of all receiving and issued items. controlling, Inventory management, Property management, Security management, leave management

· Handling all sorts of procurement, communication with GoB officials, donor agencies, audit firms and outside the organization. orientation, confirmation, prepare staff job description, organogram of the organization, handle disciplinary action, personal file handling, staff performance evaluation and time-to-time review the Service Rule, updating accordingly. Issue notice for General Body and Executive Committee with draft agenda, records of meeting proceedings, finalize the records and circulate among the members.



	Responsibilities:
	· Responsible for performing support activities. 

· Checking the vouchers, traveling expenses report, project expenses report, payment receipt etc. and making the necessary arrangement for payment. I was also responsible for handling petty cash and petty cash software on a regular basis. 

· For Vehicle Operation and Maintenance I was responsible to make the vehicle schedule on daily basis and driver’s duty roaster on quarterly, technician field schedule, prepare vehicle uses and maintenance record for the higher authority and work as a vehicle-in-charge. 

· In Inventory Management I was responsible for maintaining Inventory Management Software (IMS). For Procurement I was responsible for collecting the Quotation and assist the procurement committee for further course of action.

·  I was also responsible for Property & Equipment Maintenance, HRM-Documentation, Leave Record, Filing, Preparation of Monthly Expenditure Report of CARE Bangladesh Central Store for onwards submission to Accounts Section, Receiving Furniture Fixture & Equipment (FF&E) items and Disbursement among others. I was responsible for prepare the auction procedure, schedule and delivery the auctioned materials to the winning bidders. I was also responsible for other General & logistic support as and when required.



	Responsibilities:
	· Maintain all personal file of the project staff and other filing as per organizational requirement through manual exercise as well as computerized system. Regular updating of important files and documents in the light of modern management strategy .Keep updated addresses and phones of donors and important counterpart/ organizations. File up all letters, important documents, memos, forms, reports etc in good order and systematic manner.

· Performs routine secretarial jobs such as communication by phone, taking massage, confirming travel tickets and type all types of correspondence letter, projects reports and provide necessary assistance in preparation of different documents. 

· Coordinate and ensure logistic support for different training, workshops and meetings. Make photocopies as necessary. 

· Assist in respect to inter-departmental liaison within organization and maintain functional liaison with sub offices. 

· Maintain liaison with NGOs, GOs and other related organizations and counter parts, through phones, fax, email etc. Facilitate in respect to Human Resources Development activities in terms of preparing different training materials, venue arrangement and communicate Resource persons. Ensure the operation and maintenance of the office equipment’s such as  Photocopier, Computer, Fax machine etc. Assist Program Manager in respect to overall office management. Prepare draft schedules for Partner NGO’s audit and ensure the effective use of resources and project fund as per financial plans. Prepare the yearly/ monthly budget of the team office and sub office and request for fund allocation. Monitor the activities of support staff like guards, drivers and messengers. Follow up on the procurement activities, vehicle movement schedules and other administrative activities. Ensure Accounts keeping, store & stock management cleanness of the office and other common service activities as fall under administration of CARE Bangladesh. Entry monthly MMR (Monthly monitoring report) Provide support to management unit during data collection checking, editing, analysis and reporting. Taking part actively on issues related to problem solving & decision making. Contribute in developing policies and procedures through intervention during discussion and planning sessions. Checking different financial report, identify the area for giving more attention and prioritized different tasks on the basis of urgency.

· Make provide field visits to review the progress of project activities in consultation with the officials concern on matters related to monitoring and reporting Accommodative to work in a team environment. Resolving computer troubleshooting, and ensure to get all computers in operation. Provide hands on training to the Technical Officers about computer software i.e. MS Word, MS Excel, PowerPoint and specially MS Access package. Adobe Photoshop Page maker Illustrator Compile the report, data design, collection, checking, editing. LAN & Internet management.



	Responsibilities:
	Performed same responsibilities as described in the present position

in INCOME Project of CARE-Bangladesh.



	Responsibilities:
	· All sorts of Secretarial services like typing, letter issue and dispatch, Computerized and manual filing system, record keeping etc. 

· Maintain Store and stocks and ensure necessary logistic supply to different Component of the project. 

· Data base analysis through computer on different baseline survey and other studies. Updating exercises on different information and develops documentation. Ensure proper maintenance of the office equipment.

· Supervise the activities of support staff like driver, messenger, and guards. 




Educational Background
	Year
	Name of Institution
	Field of Study
	Degree

	2110
	Tejgaon Colleage,Dhaka
	Political Science
	MA

	1993
	Rangpur Govt. College ,Rangpur
	Political Science
	BA

	1991
	Carmichael College, Rangpur
	Science
	HSC

	1989
	Govt. Girls High School, Rangpur
	Science
	SSC


Computer & Other Training:
	SL#
	Course Title
	Organization
	Duration

	1
	Management Development Program.
	CARE-Bangladesh 
	One Year

	2
	Office management & Certificate Course
	Bangladesh Institutive of Management
	30 Days

	3
	Purchase & Store Management
	Bangladesh Institutive of Management
	15 Days

	4
	Fire safety Management
	Bdjobs.com 
	1 Day

	5
	English Language Course
	IDSL
	6 Month

	6
	Computer training MS Word, Excel
	Vocational College Rangpur
	2 Month

	7
	Computer training
	RD-9 Project
	1 Month

	8
	Performance Management training
	CARE Bangladesh
	2 Days

	9
	Gender Training
	CARE Bangladesh
	3 Days

	10
	Computer training (Access)
	Bhuiyan Computers 
	1 Months



	11
	IT Training (Trouble shooting)
	CARE Bangladesh IT Section
	1 Days

	12
	Procurement policy, GSS, TSD accounts related.
	CARE Bangladesh
	3 Days

	13.
	Computer Training 

NEW Horizon Computer Centre

Page Maker, Illustrator & Photoshop
	CARE Bangladesh
	30 Days


Workshops Attended:
	SL#
	Course Title
	Organization
	Duration

	1
	Planning workshop
	CARE Bangladesh
	3 Days

	2
	New project design process workshop
	CARE Bangladesh
	13 Days

	3
	Planning workshop
	CARE Bangladesh
	2 Days

	4
	Attend workshop GPOG
	CARE Bangladesh
	1 Days


Personal Profile
01.
Name 



:
ISRAT JAHAN KEYA
02.
Father’s Name 

:
Md. Mofazzal Hossain Pramanik

03.
Mother’s Name

: 
Ms. Aklima Hossain
04.
Permanent address 

:
House # 111, Road # 02, Circuit House Road, 

 





Dhap Rangpur.
05.
Present address /

:
Israt Jahan Keya
            Mailing Address 


House # 264 (Flat # 6/2), Road # 01
Adabar, Dhaka -1207.
Cell # : 017164-00616, 01914-213741, 01768-149693
e-mail: jahan.keya@yahoo.com, 
06.
Date of birth 


:
4 February 1975
07.
Marital status


:
Married
08.
Religion


:
Islam
09.
Nationality 


:
Bangladeshi
\\

Reference:
	Md. Mojibar Rahman
General Manager Admin
Mobile: 01639309817
Email : mojibur1978@gmail,com
	Manager-Administration

The Asia Foundation

Baridhara, Dhaka-12121

Tel: +880-2-9854867 to 69 Ext- 405

Cell : +880 1819249449

smallik@asiafound.org
	Mahbub e-Khoda

EX GM CARE BANGLADESH

At present
Head of HR & Admmin

Aftab Group

Asulia, Dhaka

01730338589


(Israt Jahan Keya)







Date:___/___/2019
CAMPE


Previous Job: Programe Officer.


Duration: Nov 18, 2014 to 17 February 2019











CARE-Bangladesh 


Previous Job: Administrative Officer.


Duration: November 06 -10 February 2013











CARE-Bangladesh 


Previous Job: Administrative Officer.


Duration: June 2004 to October 2006





CARE-Bangladesh 


Previous Job: Administrative Assistant


Duration: May 2002 to May 2004








CARE-Bangladesh 


Previous Job: Administrative Assistant


Duration: 15 February 1999 To 30 April 2002.





CARE-Bangladesh 


Previous Job: Secretary Cum Computer Operator


Duration: April 1995 To October 1998
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