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	Personal Profile
	 (
Mahmudur
 
RAHMAN
•
Contact Address
:
 Focus-18, Block-B, North 
Baluchar
, Sylhet, 3100, BD
• 
Phone number
:
 +8801760881379
 • 
Email address
:
 mahmudurofficial631@gmail.com
)Seeking for the challenging and rewarding position as an Administrative Support Assistant. Trustworthy and ability to handle sensitive and confidential information. Ability to work under pressure and independently. Excellent communication and writing skills. Proficient with computer literate.



	Education
	Khadimpur Nasib Ullah High School
S.S.C
Roll: 306347
GPA: 3.94
Group: Humanities
Board: Sylhet

Scholarshome
H.S.C
Roll: 300542
GPA: 3.50
Group: Humanities
Board: Sylhet

National University
Bachelor of Arts (BA)
Roll: 8032910
Year: 2011-12
GPA: 2.66
Subject: Philosophy
College: M.C. College

National University
Master of Arts (MA)
Roll: 6039766
Year: 2015-16
GPA: 2.63
Subject: Philosophy
College: M.C. College






	Work Experience

	January 2015- Preasent           Administrative Services Assistant              Upwork Global Inc.
Researching and gathering information online.
Collect contact information such as Email address, Position, Name, Social media link etc.
Research county website for gathering more information
Manage good relationship with clients.

January 2015- February 2016            Data Entry Operator               ITS Corporation
Research information online.
Manage Excel and Google Spreadsheet documents.
Collecting email addresses.
Maintain good relationship with clients.
Handle client inquiries by email or private message.






	Skills and Achievements
	Excellent quality skills in Data Entry, Internet Research, Google Documents, Microsoft Office, Virtual Assistant. Personal Assistant etc.


	Hobbies 
and Interests
	I love playing cricket. I play football sometime. I am interested in natural places. I like visiting a lot. I also have keen interest in photography.
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