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Career Objective: 

To work in an organization that provides opportunity to learn and grow towards a challenging career in business.

Career Summary:

Senior Executive (February 01, 2014 to till Now)
Accounts & Finance
Sterling Multi-Technologies limited
House No-31, Road No-04, Sector-03,
Uttra, Dhaka -1230.

Responsibility:
1. Maintain Cash Book, Bill Book, Tender Register Book, L/C Register Book, cheque disburse          Register book Etc.
2. Dealing with different types of L/C.
3. Billing & Banking.
4. Cooperate with the Client.
5. Petty cash management.
6. Prepare different types of financial report.
7. Maintain pay role activity.
8. E-Mailing, Corresponding and so on.









Executive Commercial (01st Nov.2011 to31st Jan-2014. 
Operation Department
EDISON GROUP (SB Tel Enterprises Ltd,
Niketon, Gulshan.
*Materials Management of the regional office.
  1. Good stock.
  2. Dormant stock.
*Distribute to the channel partners.
*Cash management of the Regional office.
*Coordinate to the Regional customer care department & ensure smooth customer support.
*coordinate to Regional Technical department and provide logistic support.
*Ensure the materials availability. 
*Ensure smooth support for channel partners.
*Follow up the other center of the Region.
*Keep record of the daily operation & Ensure documentation.
*Sometimes operate the internal audit within office under region.



Senior Officer (Commercial)(20 march 2011 to 30 Oct-2011.
Accounts & Commercial
Mohiuddin Engineering Limited
Phanthapath, Dhaka.

Major Responsibility:

•	Prepare the offer letter for the work order and Submit the offer letter.
•	Prepare the Bill of the work and submit the bill to the related organization.
•	Collect the Bill and place to the Bank.
•	Contact with the Client.
•	Maintain the account of the bill.
•	Prepare the daily expense bill of the purchase & ensure documentation.
•	Check debit & credit vouchers. 
•	Report to the managing Director about the financial status of the company.
•	Maintain documentation.
•	Prepare and maintain the official notification.
•	Check the E-mail and Reply to the Sender.
•	Prepare the documents for the Bid.
•	Submit the documents via internet to participate in Bid.
•	Remained to the Client about the bill.
•	Renew the Trade license of the company. 



Scholastic Record:

	Name of the Degree
	Institution
	Discipline
	Passing Year
	CGPA

	SSC
	Panpara High School
	Science
	2002
	2.88

	HSC
	Mohammadpur Kendriyo College
	Humanities
	2006
	2.40

	BBA
	Dhaka International University
	Finance & Banking
	2010
	3.73

	MBA
	Dhaka International University
	Finance & Banking
	2011
	3.35




Training Excellence:

1. Enterprise Resource Planning (No Certificate)      
Edison Group, Polt-26, Road-07, Block-C, Niketon,
 Dhaka, Bangladesh.
Duration: 7 Days
Year: 2013.

2. Diploma in computer science & Technology. Institution: National Youth Training center (NIT), Dhaka.
     

3. Alert for Universe.Duration:3days.Savar Ghonoshaystho, Arranged by: Lions Club of                    International,   Bangladesh.

4. Career Thinking & learning English, Duration: 4days, 
Arranged by: Student Welfare association of Ramgonj, Dhaka



Language Efficiency:

I am fluent both written & Verbal language of English & Bangla. Also fluent speaker in Hindi language



Extra Curricular Activities:

1. Executive Director, Leo club of Dhaka Muktodhara.
2. Joint Secretary, Youth welfare association of Ramgonj,Dhaka.
3. President, "Jagrata" shahitta parishad,Dhaka.
4. Member, Islami samaj kallyan Parishad,Fathepur, Ramgonj,Lakshmipur.
5. Member, Confidence club, Fathepur, Ramgonj,Lakshmipur.


Permanent Address:
Mannan  Talukder  Bari.  Vill- South Fathepur,  Post- Dash para, P.S.- Ramgonj, Dist- Lakshmipur.

Personal Information:
Father’s Name: Mohammad Abdul Karim
Mother’s Name: Anowra Begum
Date of Birth: 01st August, 1984.
Marital Status: Unmarried.
Blood Group: B+
N.ID: 2691648031364


Hobby: To travel in different place to get new idea.



Reference:

Dr. M. Enamul Hoque Azad		Md. Mahbobur Rahman	
General Manager			Manager Accounts
Bengal Overseas Ltd			Sterling Multi - Technologies Limited
Sport zone,  Mohakhali, Dhaka.	Uttara, Dhaka-1230.
Cell: 01715-430239.			Cell: 01712-663168.			








………………………………………………………
      Mohammad Abdur Rahim
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