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Resume of 

MD.MAMUNUR RASHID

House # 20 (4th Foor), Road # 12,
Block # D, Mirpur, Dhaka #1216.

E-mail: m.rashid7@hotmail.com

Cell No: +88 01717330478, 01558851065.
Career Objectives
           

                                                                                                        


To build up my career in challenging environment with excellent career development prospect where hard work, strict discipline, good communicational skill and creative problem solving are the corner stone of success.
Educational background 
Masters of Business Studies (MBS)
         Institution                      :  Govt. Titumir College, Dhaka

         Subject
           :  Accounting                  

         Result                            :  2nd Class (57. 2%)      University   :      National University 

         Passing Year                  :  2008(Exam Held in 20011)
Bachelor of Commerce (B.COM)
          Institution
            :   Dinajpur Govt. College, Dinajpur

          Subject
                         :   Accounting                  
          Result                               :   2nd Class (52. 72%)           University    :      National University 

          Passing Year                    :   2007(Exam Held in 2010)

 Higher Secondary Certificate (H.S.C)
          Group

            :   Business Studies 

          Result

            :   3.21 (Out of 5)
          Passing Year                    :   2003                                   College         :  Dinajpur Govt.Commercial Institute 
 Secondary School Certificate (S.S.C)
         Group
                        :   Humanities
         Result                               :   3.25 (out of 5)
         Passing Year                    :   2001                                   School         :  Saint Philip’s High School 
Computer Literacy                                                                                                                             
                
       Operating System    :  Windows 98, windows xp.2000, 2007
             Program                 :  Microsoft office application (Word, Excel,) Internet            :  Use familiar
Language proficiency        
 

             Excellent command in English and Bengali, both written and verbal
Works Experience                                                                                                                                                                                   
 
Present Employment
     1.Company Name       : PARTEX STAR GROUP


   
Position
   :  Asst. Officer, Accounts 
            Duration
   : March 8,2012 to Till 
Duties & responsibilities : 
· Reconcile of Party Blance ( Bank & Cash Money receipt)
· Product Movement Reconciliation (Factory, Central Ware House, Different Depot & Party)

· Stock  Reconciliation.
· Moneny Receipts Posting
· Meeting with GM for above activities.    
Previous Employment
3.Company Name    : OTOBI LIMITED


   

         Position
             : Asst.Executive, Receivable Management 
         Duration
             : February 1,2011 to March 4,2012.
Duties & responsibilities : 
Regular Work 

· Preparation of voucher (Debit , Credit, Journal Voucher ), maintaining in Cash Book & Bank Book.

· Preparation of vouchers for making payment.


· Disbursement of Payment, keeping proper records and its reconciliation


· Deposit of cheques and withdrawal of cheque amount from different bank


· Cash Receibed from Customer, Preparing Order, Money Receipt, Invoices,


· Input various type of voucher in software


· Prepare received & payment voucher


· Transfer/ Deposit Posting in SAP


· All Campaign Document Filling separately


· Minimize Cash in Hand


· Minimize Cash Requisition


· Placement of vouchers to the concerned authority for auditing
Weekly Work 

·  Credit Report Summery

·  EM(Earnest Money ), SM( Security Money ) & BG ( Bank Gurantee) report update

·  Customer wise Corporate Collection Report

·  Day Collection, CQ in Hand, Cash in Hand & Credit Card Receivable    

·  Reconcile with manual & SAP Report

·  Meeting with CM & RM 

Monthly Work 

·  Credit Report (Corporate & Retail)

· Day Collection, CQ in Hand, Cash in Hand & Credit Card 

·  Receivable Reconcile with manual & SAP Report

· House Rent & Utility bill Cheque collect from HO

·  Meeting with CM & RM 

· Check List of Imprest Fund

·  Voucher Signed with name.

·  All expenses must have proper explanation.

·  All voucher must signed by Branch Manager (if Branch Manager   

·  Assigned another person that should be written approval)

·  Follow office order for all expenses.

·  All bill of CM & RM (Personal) must signed by AGM-CRM   

Pending Work 

·  Bill offset

·  Discount /Gift Posting

·  Credit Note for undelivered  & Return goods 

·  VAT & AIT Posting

·  Double code adjustment

·  Adjust old Cash Requisition

·  Party wise Discount & Credit period Report

·  Old Information update to CM & RM 

Training Summary    
  
	TtrainingTitle
	  Topic                                           
	Institute
	Country
	Location
	Year
	 Duration 



	SAP
	SD, Financial, Material Management
	Otobi Limited
	Bangladesh
	Dhaka
	2011
	3 Days 


Skills & Ability                                                                                                                                               
 
                                    ( Sound Health. 
( Hard Working & Self Motivated. 

( Strong organizational & interpersonal skill.

( Ability to organize multi tasks. 

( Ability to work as a team leader.

( Willing to work any challenging situation.   
Field of Inerest                                                                                                                                     
( Bank & Insurance 
( Management and administration. Accounts and Finance  ( Garments & Manufacturing Organization
Personality                                                                                                                                                         leisure 
: Music, show movie, Traveling & Photography. Human Relation etc.
Personal Information                                                                                                                           
   

                                           
Father 



: Md. Rustam Ali



Mother



: Rajea Khatun



Sex



: Male




Blood Group


: “O” Positive






Nationality


: Bangladeshi by Birth




Marital Status


: Unmarried




Birth - Date & Place

: August 10, 1985.Dinajpur



Present Address


: C/o  Md. Mohoshin Ali, House-20(4th Foor),







   Road-17, Block-D, Mirpur, Dhaka-1216.

                                    Permanent Address

: Vill- Mohotullapur, P.O- Fashiladanga,




                                       P.S- Kotwali, Dist- Dinajpur-5200
                                       Religion

             : Islam

                                       National ID No.

            : 2716469301542
References: 1. Dr. Firoj Zaman 




2. Md. Mijanur Rahman
                       Assistant Professor



                Medical Information Officer 

                       Zoology Department



                Popular Pharma. ltd

                       Dhaka University


    

    Cell No- 01814661514

                       Cell No- 01554305106

                                          .                                              

Declaration:   I hereby declare that the particulars above are accurate and true to knowledge and  belief.
Signature: 


Md.Mamunur Rashid
Family
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