
Curriculum Vitae

MOHAMMED   HARUN        

                       CONTACT NO: - MOBILE: 00880-1819-369429 (Cell Phone)
                                                     
   CHITTAGONG - BANGLADESH
                                                     
   E-Mail    : nurah1974@yahoo.com  
	Objective
	To  Get  A  Suitable Position  In  An  Organization, That  Provides  Me  A Challenging And  Rewarding  Career. To work under Professional Management in a pro-active position where hard work, sincerity and dedication to work will be acknowledged and career development is a possibility. 

	Experience
	1998–1999   ALAM GROUP OF COMPANIES - Abu Dhabi, UAE. 

COMPUTER  OPERATOR  CUM  SECRETARY

· MAINTAINED DAILY PETTY CASH, WEEKLY STATEMENT OF PETTY CASH. DAILY CASH ANALYSIS & MANAGED ALL OF OFFICE SHEDULE WORK.

· PREPARED DAILY REPORTS, QUOTATION, STATEMENT OF DAILY SALES TRANSACTIONS ETC. 

· MAINTAINED DAILY LEADGER, DAILY JOURNAL, BANK & MANAGED ALL KINDS OPERATION LIKE TEL / FAX / INTERNET / E-MAIL & OTHERS COMMUNICATIONS & REPORT TO THE MY SUPERIOR.



	
	1999–2001 AL SAQIB TRADING & PROPERTY MANAGEMENT. CO. LLC. Abu Dhabi, UAE.

SECRETARY  CUM  OFFICE   INCHARGE

· MANAGED ALL OF OFFICE SECRETARIAL WORK AND SHEDULE WORK.

· PREPARED ALL KINDS OF OFFICIAL DOCUMETNS-LIKE INVOICES , CREDIT AND SLAES / REPORTS OF COMPANY  REQUIRMENTS / QUOTATION / STATEMENT OF ACCOUNTS/ DEAL WITH THE BANK & CUSTOMERS ETC. CUSTOMERS /CLIENT AGREEMENT / BANK TRANSACTION- DEPOSIT & WITHDRAWN / LC’s OPEN AND OTHER DOCUMENTATION PREPARED.

· CORRESPONDING WITH THE TELEPHONE / FAX / INTERNET/ E-MAIL. ETC.

	
	2001 TO 2009:  N. ISLAM ENGINEERING COMPANY LLC (An ISO 9001: 2000 & API CERTIFIED COMPANY) – Mussafah, Abu Dhabi, UAE.

COMPUTER  OPERATOR  CUM  OFFICE  SECRETARY

· MANAGED & PREPARED OF INVOICES/REPORTS/QUOTATIONS/PETTY CASH / STATEMENT OF ACCOUNTS/ DAILY LEDGER/ DAILY JOURNAL/ CASH & CUSTOMER LEDGER ANALYSIS ETC.

· PREPARED DAILY CASH STATEMENT / DAILY SALES AND CREDIT STATEMENT / BANK TRANSACTION AND MAINTAINING CUSTOMERS ACCOUNT RECEIVABLES & PAYABLES ACCOUNTS ETC. 

· MANAGED & ATTEND CUSTOMERS DEMAND & REQUIRMENTS OVER PHONE /FAX/ INTERNET AND BY THE E-MAIL CORRESPONDING.

	Education

IT Knowledge

Accounting

Packages


	> PASSED SECONDARY SCHOOL CERTIFICATE (SCIENCE GROUP) IN 1990 FROM COMMILLA BOARD
> PASSED HIGHER SECONDARY SCHOOL CERTIFICATE (SCIENCE GROUP) IN 1992 FROM COMILLA BOARD
> GRADUATED IN BACHELOR OF ARTS (B.A.) From NATIONAL UNIVERSITY OF BANGLADESH IN 1994
> 1994 – 1995 PROFESSIONAL DEGREE COURSES - DHAKA, BANGLADESH.
· I. C. M. A. B –( Institute  Of  Cost  &  Management  Accounts  Of  Bangladesh) REGTD. Student from Chittagong Branch – Bangladesh. SECOND LEVEL COMPLETED.

NATIONAL  YOUTH  TRAINING  ACADEMY-  BANGLADESH

· DIPLOMA IN COMPUTER SCIENCE- (With SHORT HAND) From NYTA.

· WELL KNOWLEDGES IN LOTUS-123, DATA-BASE, MS-DOS, MS-EXCEL, MS-WORD, MS-WINDOWS FOR 95/98/2000 & WINDOWS EXP. MS-ACCESS, MS-POWER POINT, INTERNET, ETC.          

· PEACHTREE ACCOUNTING SOFTWARE (AT LEAST 7 YEARS EXPERIENCE) & KNOWLEDGES IN TALLY SOFTWARE.                        

	Language Known

Interests


	ENGLISH, URDU, HINDI, ARABIC, BENGALI (Mother Tongue).

TO TAKE ANY KINDS OF CHALLENGES & NEW CONTACT- ADVENTURE AND COMPUTER.



	Personal Information
	F_Name                Raja Meah

Marital Status      Married

Religion                 Islam 

Date Of Birth       5TH AUGUST 1974

Country                BANGLADESH

Passport No         AB 8500435 

Validity                08 FEB 2017
Permanent Address: C/o, Rahat Khan Chy.House, Vill: Quaish, P.O. Nur Ali Bari, P.S. Hathazari, Post Code: 4337 District: Chittagong, Country: Bangladesh. 

Mailing Address: Laila Trading Co. 206, S.N. Plaza (1st Floor), Opposite 3 No. Jetty Gate, 32 Strand Road Fakir hat, Bandar, Chittagong-4100 Bangladesh.


	
	Thank you, 
MOHAMMED  HARUN                     
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