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MOHAMMAD ASHRAFUL ALAM
Address: North Potenga,Puratan Controlmore, 
Ria Memorial Colony, House No B/2, Chattogram.
Mobile
: 8801817205448 
E-mail
: aaaarif48@yahoo.com  
Facebook ID: Ashraful Alam Arif
Summary:


Dedicated as a Human Resources Professional focused on developing efficient processes using knowledge of recruiting, employee relations, training & development and auditing. Highly efficient and well established in administrative environments that are fast-paced and challenging.
Employment History:
Officer HR (August 4, 2015 - Till now) 
Youngone (CEPZ) Limited
Department: HR
Company Location: Plot No. 01-16, Sector 2, Chattogram Export Processing Zone, Chattogram-4223, Bangladesh
                                                                                                                                     
Duties/Responsibilities: 

· Handle HR related issues like; recruitment & selection, Orientation / Induction, exit interview, employee separation, talent management, annual increment, promotional issues, transfer, confirmation and disciplinary matters according to the company policy. 

· Provide current and prospective employees with information about policies, job duties, working conditions, wages and opportunities for promotion and employee benefits. 

· Look after administrative matters including discipline, safety and security, land etc. of the factory. 

· Manage payroll related activities, attendance & leave of employees.

· Update staff information in payroll system/ HR Database on regularly basis. 

· Serve as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems. 

· Maintain records and compile statistical reports concerning personnel-related data such as hires, transfers, performance appraisals, and absenteeism rates. 

· Provide current and prospective employees with information about policies, job duties, working conditions, wages and opportunities for promotion and employee benefits. 

· Provide full support to the Recruitment & Selection process; Job Ad Placement, CV collection, Screening, Call for interview, Interview arrangement 
· Keep in update personal file’s and confirms completion of all required legal documents are retained in an individual file.

· Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training, grievances, performance evaluations etc.).

· To improve workers and management relationship, communication with workers & staff and safeguard the facility against labor unrest and conflict.
· To maintain confidentiality of companies information and documents strictly and sincerely. 
Academic Qualification:

	Masters of Business Administration (MBA)
	2014

	University Name

Department

CGPA
	: Premier University

: Human Resource Management

: 3.02


	Bachelor of Business Administration (BBA)
	2012

	University Name

Department

CGPA
	: Premier University

: Human Resource Management

: 3.01


	Higher Secondary Certificate Examination (HSC)
	2007

	Board

Group

GPA
	: Chattogram
: Business Studies

: 3.30 


	Secondary School Certificate Examination (SSC)
	2005

	Board

Group

GPA
	: Chattogram
: Business Studies

: 3.00 


Professional Qualification:
	Bachelor of  Law

	University Name

Class

Expected Pass Year (Part-II)
	: National University 
: Second Class (Part -I)
: 2020


Training Skill:
· 2 days training on Fire Safety & First Aid (Bangladesh Fire Service & Civil Defense)

Computer & Software Skill:

· Excellent in operating MS Office, Payroll Management Information system, Personal Management system , HRIS & Time card.

Language Proficiency:
· Bengali

    
    :   Mother Tongue.

· English
                           :   Fluent in Reading, Writing & Speaking.
Strength:
I have the ability and willingness to learn things with a positive frame of mind, to adapt myself to the environment and to work hard under any circumstances
Personal Information:

Name



 : Mohammad Ashraful Alam
Father’s Name

 : Mohammad Mahbub Ul Alam Chowdhury.

Mother’s Name

 : Ummey Kulsum

Permanent Address

 : Mufti Azam’s House, Village- East Makhal,  

               P.O.- East Makhal(4330),P.S.- Hathazari, Dist.- Chittagong.

Date of Birth


 : October 07, 1987

Nationality


 : Bangladeshi

National Id No.

 : 1513765105556

Religion


 : Islam 

Gender



 : Male

Marital Status


 : Single 
References:

1. A.N.M. Wahid Hossain

                           2. Md. Jahid Hassan 
    Manager, Trade Service Operations 

       Senior Officer  
    Standard Chartered Bank



       AB Bank Limited
    Sheikh Mujib Road, Agrabad C/A, 

       Anderkilla Branch, Universal 

    GPO-Box#122, Chattogram-4100, Bangladesh            Chamber (1st Floor) 7, Laldighi East,                                    
Mobile  : 01713-485692                               
       Anderkilla,Chittagong, Bangladesh. 

    E-Mail   : wahidadil@yahoo.com

                   Mobile   : 01819-979319
    Relation : Cousin 



                   E-Mail   : mjhassan@abbl.com







         Relation : Cousin 
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