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15, East Rampura
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DIT Road, Dhaka 
Phone: +8801618730973
Email: reddwanhaqque@gmail.com

OBJECTIVE
To succeed in an environment of growth and excellence and earn a job which provides me job Satisfaction and self-development and help me achieve personal as well as organization goals.
	
STRENGTH
 Analytical                                       Communicative                                       Organized
 Professional                                    Self-motivated                                         Team player
EXPERTISE
 Consumer Behavior                      Marketing Research                        Marketing Promotion
 Brand Management                      Strategic Management                    Management Accounting


ACADEMIC BACKGROUND
Bachelor of Business Administration (BBA)
Major: Human Resources Management
Independent University, Bangladesh (I.U.B)
Session: 2016-17
Passing Year: 2017
CGPA: 3.42 on a scale of 4.00



Bachelor of Business Administration (BBA)
Major: Marketing
Dhaka City College (National University)
Passing Year: 2011
CGPA: 3.26 on a scale of 4.00
Higher Secondary (HSC)
Dhaka Imperial College, Dhaka
Group: Business Studies
Passing Year: 2007
GPA 5.00 on a scale of 5.00
Secondary (SSC)
B.C.S.I.R High School, Dhaka
Group: Business Studies
Passing Year: 2005
GPA 4.06 on a scale of 5.00

SELF-EVALUATION
Have quality to familiar quickly with any new working environment and have the ability to make environment friendly, always prefer to work with team.

EXPERIENCES:
Admin Officer (March 2016 to present)
Bangladesh Material Testing Laboratory (A sister concern of DIRD Group)
House- 2/A, Road no -2, Plot –A, Nikunja- 1, Dhaka.
· Record keeping in multiple entities, note taking and preparing and must have a good skill in email correspondence.
· Maintain database of different reports, addresses, contacts etc.
· To ensure daily functional activities of different departments by providing proper support.
· To provide logistic support for smooth operation of the Company                            
· To maintain office records, files and documents and update accordingly.
· Any other responsibilities as assigned by the Management.
Asst. Accounts Manager (November 2014 –February 2016)
Mars Housing, Dhanmondi -15, Keari Plaza (2nd floor), Dhaka.
· Oversee daily expenditures, vouchers, checking bills and daily cash transactions. ensuring cost control and monitoring daily cash expenses, Ensure that financial reports and supporting schedules/verification of daily voucher/documents are produced for audit, as per Management, monitoring timely and accurate recording of all financial transactions in line with organizational system, ensure timely reporting of all periodical financial information, verify all of the daily cash and purchase requisitions raised from purchased department and cost centers.
Executive, Accounts (September 2013-October 2014)
Faith and Future Ind. Ltd., Bonkhuria,Gazipur.
· Major Job responsibilities monitor daily accounting works and all accounting functions. All payment voucher preparation, posting to software and take approval from management, Maintain Cash book, Bank book, Subsidiary Ledger of bills receivable and bills payable, To prepare daily receipts and payments statement to inform management, Preparation of budgets and control procedure & Daily Fund position submits to Management.
· Intern (February 2012-April 2012):Jamuna Bank Limited
· Major Job responsibility To follow-up with the clients ,To maintain the customer relationship ,To maintain constant feedback & satisfy all the queries

PERSONAL BACKGROUND
Mother’s name: Wahida Haque
Father’s name: Ramizul Haque
Date of Birth: October 04, 1990
Marital Status: Married
Permanent Address: Rizia Cottage, Village – Bhanga Town, P.O –Bhanga, Dis-Faridpur

LANGUAGE SKILL
Bengali: Native Speaker
English: Professional working proficiency

COMPUTER SKILL
Operating System, Package Software: Microsoft Office, Internet, Email operation and search engine optimization, Basic HTML and CSS

INTEREST
Music, Watching movies, Reading Books, Computer gaming, Playing Football

REFERENCES
Md. Rafiqul Islam
Former Secretary
The Government of Bangladesh
Mob: +8801819-404075
Email: info@nslbd.com

Ms. Fariha Mohsina Zaman
Manager
Bangladesh Material Testing Laboratory
(Concern of DIRD Group)
Nikunja-1, Khilkhet, Dhaka 
Cell: +8801833320999
[bookmark: _GoBack]Email:21mohsinafariha@gmail.com 
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