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OF
Md. Masum Mondal
Cell: 01737332010
E-mail: masummonda1992@gmail.com 
CAREER OBJECTIVE



To working the Accounts and Finance/HR & Admin/Auditing department of any first growing local large or multinational company of Bangladesh and grow rapidly with increasing responsibility. ACADEMIC QUALIFICATIONS




· Masters (MBA) 
· Institution	     	 : Titumir College, Dhaka  
· University     		 : University of Dhaka 
· Major  	     	 	 : Management 
· Result	 	      	 : CGPA 2.84 (Out of 4.00)
· Year of Passing 		 : 2018  
· Honors (BBA) 
· Institution	     	 : Govt. Azizul Haque College, Bogra
· University     		 : National University  
· Major  	     	 	 : Management  
· Result	 	      	 : CGPA 2.90 (Out of 4.00)
· Year of Passing 		 : 2015
· Higher Secondary Certificate (H.S.C) 
· Institution	     	 : Ahmed Uddin Shah Shishu Niketon School and College 
· Board 	     		 : Dinajpur
· Group  	     	 	 : Business Studies 
· Result	 	      	 : GPA 4.20 (Out of 5.00)
· Year of Passing 		 : 2009
·  Secondary School Certificate (S.S.C) 
· Institution	     	 : Dharmapur D.D.M High School 
· Board 	     		 : Rajshahi
· Group  	     	 	 : Business Studies 
· Result	 	      	 : GPA 4.06 (Out of 5.00)
· Year of Passing 		 : 2007

LANGUAGE SKILLS


· Excellent reading, writing and speaking capability in English & Bengali.
· Undergraduate language of instruction was English.
· Speaking capability in Hindi.  

· Package Software: MS Office Word/Excel/Access/PowerPoint.
· Internet Operation: Browsing, Sending & Receiving Email, Social Networking.

OTHERS QUALIFICATIONS


COMPUTER SKILL


	OTHER QUALIFICATION

· Good communication skill.
· Experienced in managing large number of people.
· Know how to convince people
· 


             PERSONAL PROFILE



· Father’s Name		:Md. Abdul Hamid Mondal  
· Mother’s Name 		: Most. Lavli Begum 
· Date of Birth 		:  07-08-1992
· Sex				: Male
· Marital Status  		: Married 
· Nationality 			: Bangladeshi (By birth)
· Religion 			: Islam
· Height			: 5’-4’’
· Weight 			: 60 Kg
· Blood Group		: B+
PRESENT ADDRESS



	H#291, South Khan, Uttara Model Town, Dhaka-1230. 
PERMANENT ADDRESS


Vill- Dharmapur, P.O- Dharmapur, 
P.S- Sundarganj, Dist- Gaibandha. 
EXPERIENCE 


· Organization: Spectra Engineers Ltd. (Spectra Group)
Location: H#17, R#106, B#CEN(F), Gulshan-2, Dhaka.
Post: Project Accountant 
Duration: 22 May, 2016 to till now. 
DUTIES/RESPONSIBILITIES  



· Maintain the financial discipline of the company. 
· Maintaining the project accounting activities. 
· Experience in Integrated accounts maintenance in Tally ERP-9.
· Prepare monthly income & expenditure report along with maintaining entry on Tally software by checking the proper effects of accounts code in General Ledger. 
· Post and process data and journal entries to ensure all business transactions.
· Prepare and recording all transactions like cash-Book, Ledger-Book, Cash flow statement, receive vouchers, payment vouchers, requisition, Balance Sheet and daily cash/bank transactions by maintaining proper accounting system. 
· Maintain Cash Book, Bank Book, Subsidiary Ledger of bills receivable and bills payable to keep records of day to day expenditures and closing cash books on daily basis. 

·  Calculate the payment of the suppliers, Contractor and other parties. 
· Pay bill to suppliers, Contractor and others. 
· Keep record of client’s payment and collect the dues.
· Take approval of all payment voucher and requisition from Supervision Authority and posting to register. 
· Prepare of all sorts of documents and reports for management. 
· Official file and document management.
· Time to time report the superior. 
· Maintain Organizational accounts and daily balance proper cash management. 
· Check Daily fund position and submit it to the concern. 
· Processing and passing of salary and allowances of the employees.
· Keep record of the employees, leaves, attendance and working schedule. 
· Processing staff advance and adjustment of the advances.  
 Specialization


· Tally ERP-9
· Finance & Bank Operation 
· Commercial/Purchase 
· Administrative/Executive 
· Customer Support/Client Service
· Compensation/Benefits/Attendance/Leave management 
· Cash Management 
· Others 
DECLARATION 


I, the undersigned, hereby, declare that to the best of my knowledge and belief, this resume correctly describes my qualifications, my experiences and me. 
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Signature
Date:30.10.19
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