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CAI


Contents
	Educational Qualifications


	Honrs-2007 and Masters-2008 in Management

	Job Experiences
	(1) 2 years & a month in Admin and Reservation in Aviation sector. 

(2) 3 years and 6 months in Oil and Gas sector.
(3) 2 years as a Manager in Stock broker house and Generator Business.

	Language
	Excellent in English to work in any international institution with support of Hindi and Urdu.



	Communications Skills
	All kinds of communications in Executive and administrative level. Up word and Down word, Verbal and nonverbal communications. 

	Management
	Office Management along with other departments, Inventory management, AWB/Bill no, UOS&D Management etc.  

	Clerical
	Making formats, memos, reports, instructions, drafts, 



	IT Skills
	Windows, MS office, ERP Software, Basic networking, Sourcing on line, Hardware and trouble shootings, Virus detections etc. 


Career Objectives
To work in a renowned organization to prove my qualities and abilities with a competitive environment where strong sense of responsibility and commitment is required and provides job satisfaction with a long term potential career.

Academic Qualifications: 

MBS in Management

Passing Year-2008

From National University, Gazipur.

In Madan Mohan College, Sylhet. 

Second Class; 56.2%

B. Com (4 years Hons) in Management

Passing Year-2007 

From National University, Gazipur.

In Madan Mohan College, Sylhet. 

Second Class; 51%

H.S.C: Year-2003 in Science Group 

From Sylhet Board.

In M.C College, Sylhet.

Grade:-C (GPA-2.40)

S.S.C: Year-2000 in Science Group 

From Commila Board.

In The Aided High School, Sylhet.

Division: First 

Average: 73.3%

Job Experiences: 7 years and 7 months. 

•
Hi-rise Bangladesh : From 1st August 2016. 

Position: Manager. 
Functions: (Maintain the Business of Generator Sales and servicing.
(Handle the activities of Accounts and Customer complaints. 
(Maintain the spare parts of Running Generators. 
I am working here as a Manager in Generator sales and servicing. 
Corporate Address: House # 11, Road # 13, Block C, Banasree, Rampura, Dhaka 1219.
 •
National Energy Service Ltd: From 17th January 2013 to 24th June 2016. (3.5 years)
Corporate Address: Progress Tower, Level-3, House-1, Road-23, Gulshan-1, Dhaka 1212, Bangladesh
Position: Construction Technical Assistant-Projects. 
Functions: 

( To receive all the requisitions and arrange or purchase through Ariba System.
( To work with all the expatriate people for their requirements as per the variety of market.  
( To submit all the Purchase Requisitions for approval and follow them up to convert into PO.
( To maintain the data base for the material management team for surplus material consumption.
I was working for the Facilities Engineering Constructions for all field locations. 

•
Etihad Airways: From 2nd May 2012 to 17th December 2012. (7 Months)

Position: Officer: Reservation & Ticketing with Accounts

Job location: Khairon Bhavan, Level-6, Mirboxtula, Sylhet.

Functions: (Reservation and ticketing 

(Handle the department of Accounts and Admin

(Support the Travel Agents in their sales

(Report the Head office about the market situation for special offers  

I was working there through S.P.O.R. Wings Express Ltd (at present Expo Group BD Ltd.) 
•
GMG Airlines Ltd: From 1st December 2010 to 30th April 2012. (One year and 5 months) 

Position: Executive-Sales in Sylhet Office,
Functions: (Reservation and ticketing 

(Handle the department of Accounts and Admin

(Support the Travel Agents in their sales

(Report the Head office about the market situation for special offers  

(Support the Ground Service in Flight receiving. 
Corporate Address: Plot # 1&3, Road # 21, Nikunja 2, Dhaka 1229. 
•
S.R. Capital Ltd-Member no 38, Chittagong Stock Exchange: From 2nd May 2010 to 30th November 2010. (7 months) 

Position: Manager

Functions: (To take care all the HR of the company from both Head office and Branch offices. 
(To maintain the credit limit of the company. 
( Follow up all the Creditors.
( Coordinate with SEC. 
( Assist the GM in reporting to the board of directors. 
I have 7 months of experience as Manager in Head office, Galleria Shopping Complex, Zindabazar, Sylhet (at present Ananda Tower, Jail Road, Sylhet).
Proficiency in Communication: 


•
Excellent in spoken English in various accents 

•
To manage all kinds of communications in Executive and administrative level in Up word and Down word, Verbal and written communications.

•
I am a Member of Sylhet Airlines Club. 

IT skills:

· Application Software: MS Office (Word, Excel, Power Point etc.), Adobe Photoshop, Adobe Premier, MS DOS (in trouble Shooting, HDD Partition and few viruses cleaning), 
· ERP Software: MARS, Amaduse, Ariba and JDE in expediting.

•
Hardware Skills: Detect computer’s internal problem & also able to solve/detect the problems of Motherboard, processor, RAM, AGP/VAG, Sound Card, USB ports, ROMs, Modems, Other additional cards, Monitors and power supply. 

•
Trouble shooting: Norton commander through DOS mood in FAT system, TeamViewer in online trouble shooting.  

 Personal Details: 

1. Father’s Name
:
Dr. Md. Sulaiman Hussain Khan. 
2. Mother’s Name
:
Mst. Mushfiqua Khatun. 

3. Mailing Address
:
Bondhon 71-2, Block B, Akhalia, Noa Para,Sylhet- 3100.

Phone
:
0821-715930

E-mail ID
: mak065069@hotmail.com
4. Permanent Address
:
House Name:Khan Villa, 

Village
: Boro Desh, 

P.O & P.S
: Beanibazar, 

Dist

: Sylhet. 

5. Date of Birth
: 
29th may 1983

6. Contract No
: 
01711065069, 01737355567 
References:

Reference: 1

Md. Bojlur Rahman Khan
Proprietor: Hi-rise Bangladesh.

Contract: House # 11, Road # 13, Block C, 

Banasree, Rampura, Dhaka 1219.
Mobile no
: +8801732 435737
E-mail
: hirisebd@gmail.com
[image: image1.jpg]



                            Abdullah Hafiz Al Amin khan

Date: 12th February 2018
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RESUME


Of


Abdullah Hafiz Al Amin Khan











Address: Bondhon 71-2, Block B


Akhalia, Noa Para,Sylhet- 3100.








Baitul Haris, 


22 Okkytan,West Pir Mohollah, Ambarkhana, Sylhet.








Email: mak065069@hotmail.com                                                                                                           Phone: +88 01711 065 069, 01737355567





Reference: 2


Mr. Abdullah Zahed


Deputy Manager, 


Etihad Airways, PSA


Khairon Bhavan, Level-6, Mirboxtula, Sylhet.


Mobile no: +8801766698007


E-mail:abdullah.zahed@wingsexpress-bd.com











