	



	 MD REAL MIA
	 empty
	

	 
 Address: Vill-Digla, post-k Amtola, Netrokona sador, Netrokona -2400. 
	
	

	 Mobile No 1: 01720141412, 
	
	

	 Mobile No 1: 01611702045
	
	

	  E-mail : realngc@gmail.com
	
	



	 empty cell

	 empty cell2

	Career Objective:

	As a young energetic, active and hardworking, I want to be a perfect working hand of your organization according to my 
Qualification to build up my career. 



	Employment History:

	1. 
	 Admin& Finance Officer  (A&FO)  ( Aug 01, 2022 To Still Now) 

	 
	Org: Friends in Village Development Bangladesh (FIVDB) Suchana Program, (SEI, Woldfish, HKI)

Location: Zakiganj - Sylhet, 

Duties/Responsibilities: 
Accounting software use
 
Accounts 
Prepare monthly bank reconciliation check all CP, BP, JV voucher & PR2
Assist to prepare monthly closing package.
Update daily bank book daily basis.
Ensure financial accountability by requiring all staff to provide proper documentation and signatures on vouchers, PR, purchase orders, or payments of any kind.
Ensure all purchases follow RI procurement and selection policies.
Work with finance team to maintain financial transection smoothly & preserve documentation properly as RI Finance Policy.
Review salary with HR & RI Finance Team.
Ensure proper Tax /VAT/Income tax calculation and deposit to revenue department with correct submission of VAT/TAX challan Voucher.

Perform day to day accounts activities and maintain all daily accounting record
Must ensure on time preparation & submission of actual receipt & payment statement to superior.
Preparing & maintaining company accounts, cash and bank transactions, receipt and payment statement, cash and fund flow statement, stock record, trial balance, profit and loss account a Balance Sheet etc.
 Prepare payments by verifying documentation, and requesting disbursements.
To prepare Accounts statement (Monthly, Quarterly/ yearly).
Responsible to prepare vouchers and maintain supporting documents properly.
Responsible to check all sorts of bills of suppliers.
Prepare budget and getting approval, financial report, burn rate report, accounts documents and circular related letters/ documents in coordination with HO, Project Manager and local accounts department Ensure administrative support to programme team and project activities
Support all field-based and local adaptation center (LAC) related administrative issues for project staff as when require
Provide necessary assistance to external /internal audits, donor finance team during their visit to the project office  Support the project team for Procurement planning and budgeting ;
Ensure all accounting and financial activities as per organization and donor policy, rules and regulations 
Prepare Vouchers and ensure that all documents are valid and authorized. Vouchers are reviewed and sequentially preserved
Provides administrative & logistics support to the project team. This also includes organizing for meetings, conferences and other special events; Prepares contracts engaged by organization and project with third parties ;
Performs procurement according to organization policy; 

# Admin - HR & Admin
Accounting software use ERP-09,
> HR related works -, Recruitment, Appointment, Proper Documents Recording
KPI, Job Evaluation, Salary Increment / Remuneration adjustment
Training, Motivational Works, Incentive, TA / DA Maintenance
Weekly Performance Check, Prepare Monthly Task Report, HR KPI Check & Employee Update
Salary Sheet preparation, Incentive Package Update, TA / DA Adjustment
Employee Certificate Vault, NoC, Release, Last month Adjustment etc
Make sure that useless employee is not wasting the company salary or resources
Make sure the right employee gets more benefits based on their performance and gets motivational
Close communication with the bank ;
Keep all HR records accurate in collaboration with the Project Manager;
Perform all other Human Resources related admin tasks;
Complete any other task or assignment which will assigned by highest 

Procurement:

Preparation of requisition whenever available materials are below threshold level.
Warehouse maintenance and monitoring.
Collection of quotation, CS making including bill summary and preparing other supporting documents with bills and
vouchers.
Preparing weekly and monthly procurement plans
Regular reporting on weekly, bi-weekly and monthly basis.
Perform other duties relevant to the project as required.
Ensure compliance with income Tax and VAT regulations, especially in term of salary, benefits, procurement of goods and
services.

Program related:

Timely report prepares, submission to concerned supervisor and update all types of documents.
Cooperation beneficiaries at field level and good and effective communication must be maintained
killed on to take initiatives on develop &amp; dissemination on significant changes of the program, case study
develops and should take initiatives to disseminate those.
Should have skill on arrange and implementation different Orientation, discussion meeting, fair, gathering etc.
Regular field visit and follow up must be conducted.

IT  Related:
 Install and configure software and hardware.
 Write database documentation, including data standards, procedures and definitions.
 Ensure that storage and archiving procedures are functioning correctly

2.  MIS Officer (Accounts & Admin) Enrich Health & Education Program) (November 10, 2016 To July-31,2022)

Org: Peoples Oriented program implementation (POPI)

(Enrich Program, PKSF Fund)

Location: Bhairab, Kishoregonj-2350 

Duties/Responsibilities: 
Accounting software use

Petty cash maintain, Cash book, bank book, Financial administration and accounting; managing bank transactions; preparing periodical financial reports for donors; 
assisting with internal and external audits; documentation, payroll accounting and payment.
 Prepare and maintain all administrative related information, files and documents for POPI, ISP.
 Update and preserve the all administrative related information, documents and files. 
Update and ensure leave statement, leave balance, leave register, motor cycle log sheet of project staffs.
 Prepare and maintain project staff's personal file. 
day wise staff attendance and movement register. 
Control over photocopy and maintain a photocopy and visitor register. 
Prepare staff meeting minutes and ensure other documentation. Cost effective use of all kind of resources in the project. 
Prepare and compile the PR/materials list as per program requirement. 
Ensure any kind of logistics including training venue, materials and fuel purchase. 
Maintain stock register, furniture and fixture register, procurement register and other documents associate with administrative management. 
Make GRN/SRN as per PO, PR challan / Invoice for goods / Materials receive and issues. 
Overall planning, implementing, receiving and issuing of goods and services for project staff.
 Maintain a letter/memo issue register and preserve all office memo/office order. Prepare MC and vehicle/transport management report including log sheet, fuel consumption and maintenance status etc. 
To ensure day to day materials receive from vendors as per requisition. Ensure purchase of logistic and supply to the respective personnel with timely manner.
 Prepare and compile the materials list as per requirement. 
To ensure proper coordination with finance and Admin Coordinator for any official or reporting purposes. 
To ensure the coordination among various vendors, counter parts, colleagues and other GO-NGOs. Supervise the support staff and night guard. Maintain SC letter and gift distribution among the Union Coordinator (UC) through register and document properly.
Work with supply chain team for various bid analysis, tender process and frame work agreement purpose activities.
Work with operation team for various inventory related work and fixed asset management work.
Any other duties as assigned by the supervisor.
Personal file update, HR issue solved.

MIS Related:

supervision and Monitoring
Conduct monitoring of project activities implementing by the Upazila staff team
Maintain and regular update Database of beneficiary groups, different support from project and other information
Day to day supervision of UNO and their team and provide them guidance support
Regular field visit to ensure high quality and responsive delivery of expected results for project impact
Responsible for initiating post distribution monitoring of cash and other supports under the project.

Compile all Upazilas Community/Group and beneficiary list with necessary information and maintain detailed
Database of the project
Supervise documentation and preservation of records and documents of Upazila Offices
Assist PKSF office based ENRICH project&#39;s Monitoring Officer through providing relevant information,
data/statistics as required in cooperation with the PC
Provide project relevant various data and information as per requirements from POPI management, Central
M&amp;E, MIS and planning unit.
Reporting and documentation
Prepare monthly/quarterly/six-monthly/annual quality report and timely submit to the authority Ensure all
accounting and financial activities as per organization and donor policy, rules and regulations
Prepare Vouchers and ensure that all documents are valid and authorized. Vouchers are reviewed and sequentially preserved
special events; Prepares contracts engaged by organization and project with third parties;






	academic table

	Academic Qualification:

	



	Exam Title
	Concentration / Major
	Institute
	Result
	Pas.Year
	Duration
	Achievement

	Bachelor of Business studies (B.B.S) Pass
	Business Studies  
	Netrokona Govt Collage   
	Third division   
	2011   
	3   
	

	Diploma in Computer    
	ASP.NET(C#)   
	IDB BISEW   
	First Division, Marks :70%   
	2017   
	2  
	ASP.net, c#, Accounts software,   

	HSC   
	Business Studies   
	Abu Abbus Degree Collage   
	2.90

	2007   
	2   
	-   

	SSC   
	Business Studies   
	Amtola High School, Netrokona   
	2.88

	2005   
	2   
	-   



	training table



	training table



	Career and Application Information table

	Motorcycle & driving License -Yes  
	

Training Summary:


		Training Title
	Topic
	Institute
	Country
	Location
	Year
	Duration

	Reimbursement,  Vat & Tax   
	Vat & Tax   
	PKSF   
	Bangladesh 
	Dhaka   
	2019   
	3 Days   

	MIS & Accounts   
	Accounts, MIS Report 
	PKSF   
	Bangladesh   
	Dhaka   
	2018   
	10 Days   

	Computer   
	Computer Diploma   
	IDB-BISEW   
	Bangladesh   
	Dhaka   
	2016   
	2 Years   
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Career and Application Information table



	Career and Application Information table

	Career and Application Information:

	



	Preferred Job Category
	:
	Accounting/Finance, Bank/Non-Bank Fin. Institution, IT/Telecommunication 

	Looking For
	:
	Top Level Job 

	Available For
	:
	Full Time 

	Preferred District 
	:
	Dhaka, Sylhet, Mymensingh, Netrokona, Moulovibazer, Coxbazer, Sherpur, Jamalpur  

	Preferred Organization Types
	:
	Banks, Software Company, NGO, Govt Job, Hospitality Management



	Specialization table



	Specialization table



	Extra Curricular Activities



	Extra Curricular Activities:



	Language Proficiency table

	Language Proficiency:

	



	Language
	Reading
	Writing
	Speaking

	BANGALI 
	High 
	High 
	High 

	ENGLISH 
	High 
	High 
	Medium 
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	Signature 
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	Personal Details table

	Personal Details :

	



	Father's Name 
	:
	Abdul Jobbar 

	Mother's Name 
	:
	Raka Akter 

	Date of Birth
	:
	January 1, 1989

	Gender
	:
	Male 

	Marital Status 
	:
	Married 

	Nationality
	:
	Bangladeshi 

	National Id No.
	:
	8229505733 

	Religion
	:
	Islam 

	Permanent Address
	:
	Vill-Digla, post-k Amtola, Netrokona sador-2400.

	Current Location
	:
	Zakiganj, Sylhet.



	Reference table

	Reference (s):

	



	 
	Reference: 01 
	Reference: 02 

	Name 
	:
	Porimol Singh  
	Sourab Hossain 

	Organization
	:
	FIVDB 
	Peoples oriented program implementation(POPI)

	Designation
	:
	Accounts Officer ( EMDC Project) 
	UPM, SCE Program 

	Address
	:
	Habiganj
	Bhairab, Kishoregonj-2350  

	Mobile
	:
	01712782231
	01612675744 

	E-Mail
	:
	[bookmark: _GoBack]appview15@gmail.com   
	probinprogram.popi@gmail.com

	Relation
	:
	Family friend   
	Professional  
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