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	Career Objective:

	I strongly believe that if I get an opportunity in my life to show my effort then both company and I will be benefited. One of my dreams is to face any type of challenge in my career path. To secure a position with a well-established organization. 



	Career Summary:

	Job Title: 
Office Assistant Cum Computer Operator 
Areas Of Expertise: 
1. Working with Doctors and making reports,
2. Taking care of all official documents.
3. Look after staffs work.



	
Special Qualification:

	Three (3) years experience working in the "Medi Aid Diagnostic Center"
Competent at managing responsibilities in a high-volume atmosphere.
Hard worker, ability to assume responsibility.
Polite, respectful and courteous Manners. 



	Employment History:

	Total Year of Experience : 3.0 Year(s) 

	1.
	Office Assistant and Receptionist ( February 10, 2014 - February 5, 2017)

	 
	Medi Aid Diagnostic Centre 
Company Location: Modhu Shahid, Medical Road, Sylhet. 
Duties/Responsibilities: 
Computer Operation & Report Writing. 

	
	



	Academic Qualification:

		Exam Title
	Concentration/
Major
	Institute/Board
	Result
	Passing Year
	Duration

	Masters of Social Science (MSS)   
	Political Science   
	MC College, Sylhet
(National University)   
	 In Progress 
	Session:
2015-16  
	1 Year   

	Bachelor of Social Science (BSS)    
	Political Science   
	Madan Mohan College, Sylhet
(National University)   
	CGPA:2.7
out of 4   
	2015   
	5 Year’s  

	HSC   
	Business Studies   
	Sylhet Science College, Manikpir Road, Sylhet.
(Sylhet Board)   
	GPA:3.6
out of 5   
	2010   
	2 Year’s  

	SSC   
	Humanities   
	Shahjalal Jamia Islamia School & College, Mirabazar, Sylhet.
(Sylhet Board)   
	GPA:3.31
out of 5   
	2008   
	2 Year’s  






	Training Summary:

		Training Title
	Topic
	Institute
	Location
	Year
	Duration

	Computer Application Packages   
	MS Office Word,Excel,Access,Powerpoint, Internet Browsing, Emailing Etc.   
	Bangladesh Computer Council   
	Block-E, Road No: 4, Uposhahar, Sylhet   
	2012   
	3 Months   

	Spoken English & Phonetics   
	Fluently Speaking,Correct Pronounciation.   
	Saifurs   
	Jollarpar Road, Zindabazar, Sylhet   
	2008   
	6 Months   






	Career and Application Information:

		
	
	

	Available For
	:
	Part Time, Full Time 

	Previous Salary
	:
	Tk. 10,000+incentives

	Expected Salary
	:
	Tk. 15,000+

	
	
	







	Language Proficiency:

		Language
	Reading
	Writing
	Speaking

	Bangla 
	High 
	Medium 
	High 

	English 
	High 
	Medium 
	Standard

	Hindi 
	High 
	Medium 
	Standard






	
Personal Details :

		Father's Name 
	:
	Late Abdus Salam Chy 

	Mother's Name 
	:
	Layly Begum Reba 

	Date of Birth
	:
	March 1, 1992 

	Gender
	:
	Male 

	Marital Status 
	:
	Unmarried 

	Nationality
	:
	Bangladeshi 

	National ID No.
	:
	19929196223000089 

	Religion
	:
	Islam 

	Present Address
	:
	Shomota-12, Nehar Villa, Chalibondor, Sylhet-3100.

	Permanent Address
	:
	Shornoshikha-144, Block-A, Kodomtoli, Sylhet-3100.

	Blood Group
	:
	O(+ve)

	Height 
	: 
	5.3 Feet 

	Current Location
	:
	Sylhet City






	Reference (s):

		 
	 
	Reference: 01
	Reference: 02

	Name 
	:
	Abu Toiyob Mohammad Abdullah   
	Asma Ul Husna 

	Organization
	:
	Bangladesh Bank (Sylhet Branch)   
	Madan Mohan College, Lamabazar, Sylhet 

	Designation
	:
	Joint Director   
	Head Of Department, Political Science 

	Address
	:
	Upashahar, Sylhet.   
	Sylhet Sadar

	
	
	
	

	
	
	
	

	Mobile
	:
	01688-112150   
	01715-133944 

	
	
	
	

	Relation
	:
	Relative   
	Academic Tutor





DECLARARTION:

I do hereby declare that the above statements are correct and completed to the best of my knowledge.
 
Yours Obediently,
Md. Shamsujjaman
Date: March 03, 2018
