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	EDUCATION

	
	

	University Of South Asia
2020 - 2021
MBA (Masters Of Business Administration) Major in Human Resource Management.
Result : Appeared 

University Of South Asia
2013 – 2017
BBA(Bachelor Of Business Administration)Major in Human Resource Management .
Result :GPA 3.35 out Of GPA 4

Ispahani Girls’ School And College 
2010
HSC (Higher Secondary School Certificate)Business Studies
Result GPA 3.50 Out of GPA 5.

Matuail Adarsha High School 
2008
SSC (Secondary School Certificate)Business Studies
Result :GPA 3.75 out Of GPA 5


	NADIA ZAMAN
CONTACT
PHONE:
+880 1621900290
Address: Middle Badda, Bepari Tower
Email Address:nadiazaman2014@gmail.com
Career Objective
I would like to have a career where I can utilize my knowledge and experience acquired from my educational and professional activities and there is further opportunity of further development. Self-motivated, committed and highly accountable and capable of seeking a challenging role where I can develop my career and I will be able to contribute for my organization. Proven ability, good communicator and able to demonstrate a diverse range of skills, I aspire to secure a role where I can use my technical and interpersonal skills, creativity and above all my learning experiences to contribute to the success of your organization. I believe myself to be an honest and hard working individual
educational experience has enabled me to be a valuable team player, someone who works well under pressure an likes to offer fresh ideas. I communicate extremely well and give appropriate feedback when necessary.

Languages
Bangla
English
Hindi
Hobbies
· Travelling
· Shopping 
· Cooking
· Singing

Personal Details
	Father’s Name : Nuruzzaman

	Mother’s Name:Marjahan

	Date of Birth:10th/11/ 1993

	Height
Weight:
Eye Sight
	: 5’4”
: 53 kg
: LES 6/6, RES 6/6

	Religion
	: Islam

	

	



Reference:

Name	        : Khaja Zain Ahmed 
Organization: Inception 360 Ltd.
Designation : Manager Oparations
Mobile         : +88 01676184727



	
	WORK EXPERIENCE

	
	

	Silver line group 
Senior Executive ( Admin & Hr)May 1, 2017 to June30, 2021)

Responsibilities:
To do day-to-day general administration that includes daily attendance, leave, safety, recruitment, Handling staff/ workers database-file info, keep records leaves and attendance management. To arrange, conduct & process worker Recruitment & Selection as per policy & Procedure and ensure that a fair recruitment is followed. Calculate the correct amount incorporating overtime, etc. with Performance Management system. Conduct the orientation & awareness program for the employees to educate them about the rules and regulation, compliance issues, health and safety; first aid, policies, procedures and discipline. To maintain human resource records by designing a filing and retrieval system; keeping past and current records. Assist Department Head in all administrative activities of the factory. Look after employee welfare and arrange different employee engagement program. Handle the Disciplinary action and Grievance Daily floor visit about safety , hygiene and compliance issue Maintain different register and service book as per labor law Different Monthly report Submit to Management & Department Head. Liaison with government and others agency Housekeeping and Wastage removal regularly Anything assign by management.

Royal park residence 
Front office manager  (January 1, 2016 - April 30, 2017)

Responsibilities: 
#Managing and training the Front Office staff
Ensuring the front desk provides a professional and friendly service for guests.
#Dealing with guests’
#Arranging staff scheduling
#Acting as liaison between General Manager and staff.
#The Front Office is the area of the hotel where guests form their first and last impressions of the hotel this makes it really important for the Front Office Manager to work hard to create a pleasant experience for guests to ensure their return.
Metropolitan Medical center ltd.
Executive(Front Desk) ( January 1, 2012 - December 31, 2015)

Responsibilities:
Execute Administrative information, Bill receive, Filing and Delivered Information, Incoming and outgoing Document receive and Send with check, Stationary compliance ,Exit formalities ,Employees Attendance check, Inventory ,PABX maintain. Organize and maintain personnel records.

	
	
	SKILLS

	
	

	•	Results-oriented	
•	Business development
•	Effective marketing
•	Organizational capacity
•	Operability and commitment
•	Ability to motivate staff and maintain good relations
•	Resistance to stress
•	Good manners &Good communication skill
•	Strong decision maker
•	Complex problem solver
•	Innovative
•	Service-focused
Complete Office Application Such
· MS Word
· MS Excel
· MS Power Point
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