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Mukul Falia

Paul House, House-04 (flat 6/a)
Road=2,Ward=4,Sayed Nagor Road, Vatara, Dhaka-1212

Please call: + 88 01914 648 998    

Email to: mukulfalia@yahoo.com or mukulfalia2013@gmail.com 
CAREER OBJECTIVE
I Wish to develop and enthusiastic challenging career in a development organization where I can explore my capabilities and gradually acquire knowledge, skills and abilities to perfume duties and responsibilities efficiently in order to add values to my organization.  
CAREER OBJECTIVE : 13+ years of experiences 

Present Position Held: Admin Officer, Creative Collections Ltd: 02 , Tongi , (From October 2017 to Till Now) 
Major Responsibilities:  

· Perform day to day administrative work of the office. 
· Coordinate and direct work activities for management and employees.  

· Schedule meetings, preparing necessary materials, documents and distributing meeting agenda and minutes. 

· Collecting and compiling all types of report as guided by supervisor.

· Provide support in the area of computer compose, logging data, creating charts and updating calendar. 

·  Provide support in arrangement of all official gatherings i.e meeting, seminar, workshop/ symposium, recruitment and training program. 

· Daily update attendance. Report to ED about absent. Make duty roster for security’s & support staffs. 
· Help to make Monthly salary.
· Arrangement of interview and help to new appointment.

· Work with other department such HR, IT, Compliance, Audit, Account, Store. Purchas and others.

· Purchase materials with purchase committee by approved of authority.  
· Arrange all things what need at office and for employees.  

· Manage all things during buyer visit. Maintain internal and external audit.
· Promote a positive and open work environment where employees feel comfortable speaking about issue. 

· Manage and supervise other staffs, ensure they are assigned and carry out paper task.   

· Liaise effectively with finance, Administration and HR Units when necessary. 

· Any relent task assigned by the management. 
Contact Person: Mr. Simon Gonsalvase:  01843460875 
1. Store Officer, Creative Collections Ltd:01, Tongi ,  (June 2016 to September 2017) 
Major Responsibilities:  
· Perform day to store work of the office. 

· Receiving, Issuing and record keeping

· Arranging receiving of all raw materials and spare parts agree with the quantity and quality mentioned in PO and place them in and appropriate Bin.

· Recording and reconciling the raw materials and spare parts receive with the record.

· Issuance of materials with an appropriate requisition and checking proper justifications.

· Recording all the issued materials in accordance with a proper cost center.

· Update all the receiving and issuance of materials on a daily basis.

· Checking the proper justification of issued spare parts.

· Raise materials inventory balance report.

· Reporting the consumption report weekly/monthly timely.

·  Daily materials inventory balance report. Raising report of materials and spare parts.
· Conduct physical verification of raw materials and spare parts whether agree with the record in each month before proving monthly consumption report.

· Also have experience in the following area’s store. 

· Make laborer bill once a week. And entry of Register. 

· Ensure track list for Shipment. Every day. & Check all materials daily. 
·  Ensure Shipment: Sunday to Saturday: By Air, Ship or other way

· Collect materials from BOND as demand and keep in order in the BIN.Daily inventory 

· Any other task assigned by management.
1. Position Held: In Country Coordinator, ICS Program, Church of The Nazarene,  (From January 2015 to May 2016).
MAIN PURPOSE OF THE JOB

The role of the Coordinator ICS Program-In Country exists primarily to support the Manager program (ICS In-Country) fulfill his/her responsibilities to deliver a quality ICS program. The main responsibilities of this role include: Logistics support for the placement phase (accommodation, transport, etc), supporting the Monitoring responsibilities, program and office administration. 
Major Responsibilities  
Program Support, Finance, Monitoring and Evaluation, Administration, Logistics and Procurement

Corporate Policy and Compliance, Team Management

2. Position Held: Customer Relation Officer , Apollo Hospitals Dhaka, (From March 2014 to January 2015)

Major Responsibilities:  
· To develop relationship with patient, To ensure all facility to patient.

· Daily checked visitor book, attendance register, Implements work plan
· Make date on computer of a patient, Works and contributes within the  team
· Check all facilities are going on. Meeting with doctors and patient attendance. 
· Make relies certificate, death certificate.And do other work when it urgency
3. Position Held: Business Manager , Assemblies of God Evangelistic Center, (From July 2012 to February 2014  )

Major Responsibilities  
· Cash withdraw / deposit in the bank.

· Collect monthly income (rent) from different office. Daily checked center area
· Monthly visit cleaning & guard company. Monthly payment of electric, water, gas, telephone bill.
· Make budget and maintained Church program, wedding, birthday or any program.

· Make monthly, yearly plan for the center.

· Daily checked visitor book, attendance register, reserve water tank, kitten room, garden, car parking, and guest room.

· Manage all things during training, monthly meeting, and yearly program.

· Checked daily cleaner, guard & support staffs work.

· Make electric & water sub meter bill.

· Ensure all electric, water, gas, telephone line are okey.

· Make daily report. Monthly report half yearly report & yearly report.

· Contract with different visa office.
· Contract with decorator, cook and other people for Big program, Seminar, Training & wedding program.

· Make plan of Action.

4. Position Held: Program Officer , Good Neighbors Int BD, (From Oct 2010 to June 2012)

Major Responsibilities:  
· Assesses proposals, including conceptual, operational, evaluative, and financial aspects;

· Identifies and develops research proposals in accordance with Centre policies;

· Incorporates, at the project design stage, plans for dissemination and utilization of research results;

· Explores the potential for support and participation by the research community;

· Develop partnerships with other funding agencies to support project activities,

· Prepares project documents for approval.
· Meeting with GO.NGO and Donner & Sponsor Maintain all things at the Project
5. Position Held: Translator, Compassion International Bangladesh, (From Jan 2006 to Sep 2010)
· Translate Bangla to English & English to Bangla
Personal Details: 
Father’s Name
: Jackob Falia



Mother’s Name: Late: Pabitra Falia
Date of Birth
: 17th May 1986


Place of Birth

: Madaripur


Martial Statues: Married



Nationality

: Bangladeshi (By Birth)
National ID 
: 2610413976788


Pass port 

: BB0330879
Sex

: Male




Blood Group

: B+ 



Address
: Vill,PO: Lakhanda, P.S: Rajoir, Dist: Madaripur 
I am not physically or psychologically challenged.
I am not arrested or any other issue by police.  

Educational Details: 
Masters of Arts

: Appeared at Habibullah Degree College under National University. 
Bachelor of Arts
: Titumir Degree College under National University in 2008,  2nd Division  

H.S.C


: Kazi Montu Degree College in 2004, GPA: 2.90
H.S.C


: Lakhanda High School in 2002, GPA: 3.13

Educational Details: 
Training/Workshop/Seminar

Institution/Conduct By 


: Year/Time
Career Pathway



 Don Samdany, Consultancy 

: 6th December 2018
English Certificate Course:

North South University


: 1st Feb to 20th May 2016
Basic Life Support 


Apollo Hospitals


: 15th November 2015

International Patient Safety Goals  
Apollo Hospitals


: 16th November 2015

Pollution Mitigation


BRAC




: 8th to 12th August 2010
Leadership Training


AG Mission, Malaysia


: 9th to 12th December 2010 
Local Radio Workshop


AG Mission, Dhaka


: 12th to 17th August 2009
Educational Details: 
Bengali is Mother Tongue
I have excellent knowledge of English in reading, writing, speaking & understanding.  
Computer Proficiency : 
M/s Word, M/s Excel, Power Point, M/s Outlook, Internet, Internet & Data mgt. 
REFERENCES
Emanuel Bappy Mondol 


Mr. Prodip Biswas




Senior General Manager 


Ex Vice President 


Sajida Foundation 



The Christian Cooperative Credit Union Limited 
 

+88 01819 066077



+88 01720 024 416










Declaration
I confirm that the information given on this form is, to the best of my knowledge, true and complete. Any false statement may be sufficient cause for rejection or, if employed, dismissal. 
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:

Date: 
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