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C.V of Md Sazzad Hossain

(Date of Birth-27th September 1970, Bangladeshi, Male).
NID no: 867 275 0737.

01.Contact Address:

House No-89 Villa Magnolia, Apartment Name-Maloti, Flat no-2C Maloti, Mirpur-10, Dhaka-1216.
Cell phone: 01300306718. E-Mail Address: mdsazzadhossain7027@gmail.com
02. Summary of the key jobs:
A. Job Title: Deputy Head of HR.

 Position: Deputy Director.
Organization: Shakti Foundation for Disadvantaged Women.
Duration: 1st December/2019 to till now.
To obtain a challenging but rewarding human resource position maintaining and enhancing human resources productivity in an organization in designing & directing all HR functions in order to achieve organizational goals and employee’s needs.
 Key Responsibilities:
·  Ensure efficient and correct enforcement of the human resource practices in accordance with organizational policies, manual and relevant regulations of Bangladesh. Develop, establish, coordinate and maintain clear, responsive and accessible HR systems and guidelines (e.g. employee relations, recruitment/retention, benefits management, payroll, orientation) for projects, field team including head office.
· Lead and manage the entire process of recruitment of staff including writing job postings, advertising open positions, reviewing resumes, coordinating and conducting interviews, conducting reference and background checks with referees and drafting letters.
· Manage employee separation and oversee the final settlement of the separated employees.
· Develop, implement, manage and evaluate the performance management system, new staff orientation, time sheet, attendance records, payroll and leave roster, assessment for promotion, Increment. Investigation on behalf of Senior management. 
· prepare and facilitate annual staff development plan, organize capacity development training, exposure, workshop at home and abroad in concurrence with the senior Management.
· Oversee HR services as leaves, confirmation, transfer, separation etc.
· Work closely with top management and handle employee inquiries and concerns including addressing demands, grievances, absences and managing disputes.
· Make sure proper interpretation of the policy and procedure of Shakti Foundation to field staffs and updates them from time to time.
· Preparing and updating JD (Job Description), personal files, and KPI (Key Performance Indicator) of different position.
· Coordinate to prepare an efficient manpower budget in collaboration with management.
· Leading to manage personal files for more or less 3500 staffs.
· Supervise field employees and offer necessary support relating to HR.
· Worked with the core HR team to ensure the performance appraisal system for field staff, support supervisors, and managers to perform the assessment process efficiently and in a timely manner.
· Conduct exit interviews to identify reasons for employee termination.
·  Staff Dropout surveyed time to time for identifying the valid reasons of staff dropout.
· Execute recruitment, selection and placement process to meet the HR requirement of the organization.
B. Job Title: Deputy Director (Admin) under HEM (Health Education & Micro Finance) Domain. 
Organization: T.M.S.S
 Duration: 14th November 2007 to 30th Nov/2019.

Location: Head Office,TMSS Bhaban, 631/5, West kazipara, Mirpur, Dhaka.

Key Responsibilities: 

· To plan, organize and administer the activities of the department, office or division efficiently. 
· Coordinate activities throughout the organization to ensure efficiency and maintain compliance with organizational policy.

· Supervise the administrative staff, equally dividing responsibilities to improve performance.

· Support bookkeeping and budgeting procedures for the organization.

· Submit reports and prepare proposals and presentations as needed.

· Overseeing the work of all office employees to ensure their work productively and meet deadlines and organization standards.
· Reporting office progress to senior management and working with them to improve office operations and procedures.

· Prepare regular administrative reports.
· Providing administrative support and managing queries.

· Organize a filing system for important and confidential organization documents.

· Update office policies as needed.

· Maintain an organizational calendar and schedule appointment.

· Distribute and store correspondence (e.g. letters, e-mails and packages).

· Schedule inhouse and external events.

· Taking meeting minutes.

· Facilitating facilities access and issuing warnings regarding disciplinary matters.
· To prepare Annual Budget, Donor Report, Staff Performance Appraisal, Training Module etc.
· To follow-up & monitor on going activities which has been implementing in the assigned Areas.
· To Liaison with Donor and other govt. & non govt. organizations.
C. Job Title: Program Coordinator of Small Economic Enterprise Development (SEED) Program.

Organization: PROSHIKA Manobik Unnayan Kendra.
Duration: From April 2001 to 10th November 2007.

Location: Central Office, I/1-GA, Section-02, Mirpur-02, Dhaka.

Key Responsibilities:
 The Program Coordinator of Small Economic Enterprise Development (SEED) Program
 will be responsible for leading efforts to support existing employers and new micro-entrepreneurs to develop their businesses, acquire skills and gain access to finance.
· Developing detailed activity plans in line with program objectives, ensuring that those plans are implemented and any expected delays and/or modifications are communicated and raised in a timely manner with the Director. 

· Support micro-entrepreneurs to write and understand the business plans and other forms for participating in the financial application process.
· Provide training sessions and Business Development Services/business coaching to micro-entrepreneurs/program beneficiaries.
· Suggest to the top management amendments to the Standard Operating Procedures (SOPs) for microenterprise support, as needed.
· Produce statistics and reports, as and when required.
· Identify opportunities for program development and communicate these to the Director of Program. 

· Conduct assessments to determine challenges, gaps and support needs of local vendors.

· Carry out assessments and analyze data to determine specific interventions that would help businesses better manage day to day needs and support overall growth.

·  Identify targeted business skills and financial management training needs of SEED program beneficiaries.

· To identify, adapt, develop relevant training materials and corresponding monitoring tools.
· Ensure appropriate supervision of trainings delivered by MFI partner.
· Participate in designing and leading the collection and analysis of data on relevant trainings and any follow up with participants.

· To manage Overall Program activities through operational linkage with 30 ADCs (Area Development Center).
· To promote and to supervise implementation of Small Economic Enterprise Development program.
· To prepare annual budget, program design, fund mobilization, Training Module prepare etc.
· To promote women enterprises giving all necessary supports like; financial, technical, accounting system development, training etc.
·  Other duties as assigned by the supervisor to enable and develop SEED programs.
D. Job Title: Field Promoter/Auditor under the Federation Business Support Scheme Project (FBSSP) Collaboration with RDRS & Swiss Agency for Development & Cooperation (SDC).

Additional Responsibility: SODEO (Social Organization Development & Education Officer) under core Program. 

Organization: R.D.R.S Bangladesh (Rangpur Dinajpur Rural Service)
Duration: From January 1999 to 2001. 

Location: Project Unit, Nilphamari.

Key Responsibilities:
· To supervise implementation of all business activities and development awareness and understanding of business Management including improving of Profitability of existing activities/Enterprise, better utilization of assets including identifying and appraising new business opportunities.

· To help federation in proper record keeping accounting and related systems & ensure standard of institutional transparency in all financial dealings through audit & reporting.
· To develop awareness and understanding of legal aspect of business operation and to safe guard economic assets through improved management of legal & contractual aspects.
· To improve capacity of economic advocacy of federation with local govt. line agencies, bank and other resources & service providers in order to gain access to resources and services provided by local government and others.
· To introduce and to develop capacity to operate system of economic management appropriate to federation needs.
· To develop federations own capacity to managed their economic activities more efficiently at both leadership level and cadre/volunteer/paid working level through training and advice.
· To monitor specifies and overall progress/ performance of the federation to federation business support scheme project (FBSSP) and other parameters specified in the plan of operation.
· To carry out effective field visit for regular follow up and monitoring and thereby identify problems if any provide appropriate measures to overcome the problems.
· To promote appropriate investment and growth in federation managed economic and credit activities.
· To carry out other duties as may be assigned by the project authority time to time.
· To monitoring and reporting all group activities in respective working area.
· To give technical and development support to all groups.
· To aware the group members about group objectives and social oriented activities.
· To conduct Training for beneficiaries and federation leaders.
· To develop federation activities.
· To strengthening people’s organizations and social awareness.
· To evaluate formed groups for approval with RDRS criteria.
· To arrange an evaluation process to promote the groups as secondary groups.
Federation Base: (Social development & micro credit)
Federation is an institution of rural poor to increase their living standard. It is organized by many secondary groups, which groups are entered in federation with long term supervision, technical support and passed evaluation with RDRS policy.
· To monitoring & reporting the federation activities.
· To provide technical support to activate the executive committee and general committee for institutional building.
· To organize and conduct training and workshop for stuff and beneficiaries.
· To provide technical support to the federation to develop their legal rights.
· To give them technical support & assistance on micro credit management & other procedure.
· To aware the groups through federation about 'Gender Issues'.
· To responsible to spend 70% - 80% time in field for implement of federation managed credit to the secondary groups.
E. Job Title: Coordination Officer under The Salt Industries Development Project.

Organization: BSCIC (Bangladesh Small Cottage Industries Corporation)

Key Responsibilities:
· To supervise day to day survey work and to collect updated production data from salt Production areas farmer.
· To promote and motivate salt farmers for quality production through scientific technology.
· To prepare weekly production report and send them to central office. 
· To collect up to date data by the field worker on salt production.

· To aware and to motivate salt farmers for producing white salt.

  Duration: From 1996 to February 1999.

Location: Motel Road, Coxsbazer.

03. Summary of Key skills & knowledge:

· 24 years working experience directly in costal belts, rural & urban areas with GO & NGOs such as BSCIC, RDRS, PROSHIKA, TMSS and Shakti Foundation for Disadvantaged Women. 
· Experience on large scale program management includes HR (Recruitment, Assessment, grievance handling, separation etc.). 
· Planning, Designing & Managing significant roll in Micro finance, SME, community-based organization, Gender awareness, Education program management etc.
· Leadership skills in managing more then 30 branch offices and providing quality advice and technical input to the key managers.
· Excellent analytical skills & understanding on development approaches.
· Solid field experience on community mobilization & program implementation.
· Advocacy and Training skills on various components especially on Women Entrepreneurship Development, Gender awareness etc.
· Excellent presentation skills in English & Bangle.

04. Additional Responsibilities:

I have also performed additional responsibilities as a Social Organization Development & Education Officer (SODEO) under core program in RDRS, Bangladesh Besides the project (FBSSP). As a SODEO I usually performed the following duties and responsibilities-

Group Base:
· To monitoring and reporting all group activities in respective working area.
· To give technical and development support to all groups.
· To aware the group members about group objectives and social oriented activities.
· To conduct Training for beneficiaries and federation leaders.
· To develop federation activities.
· To strengthening people’s organizations and social awareness.
· To evaluate formed groups for approval with RDRS criteria.
· To arrange an evaluation process to promote the groups as secondary groups.
Federation Base: (Social development & micro credit)

Federation is a institution of rural poor to increase their living standard. It is organized by many secondary groups, which groups are entered in federation with long term supervision, technical support and passed evaluation with RDRS policy.

· To monitoring & reporting the federation activities.
· To provide technical support to activate the executive committee and general committee for institutional building.
· To organize and conduct training and workshop for stuff and beneficiaries.
· To provide technical support to the federation to develop their legal rights.
· To give them technical support & assistance on micro credit management & other procedure.
· To aware the groups through federation about "Gender Issues".
· To responsible to spend 70% - 80% time in field for implement of federation managed credit to the secondary groups. 

05. Training Received:

· Course title: 
· Diploma in Microfinance from InM where financed by TMSS.
· Enterprise Development & Business Plans (Provided by Department of Agricultural Marketing, Govt. of the people’s Republic of Bangladesh).
· Training on Small Medium Enterprise (SME) Development.

· TOT on Small business management (Provided by RDRS).
· TOT on techniques & legal documentation (Provided by MIDAS).
· Approach to Development & Group Dynamic. (Provided by PROSHIKSA).
· Credit Management. (Provided by PROSHIKA).
· Orientation on water & sanitation Program. (Provided by RDRS).
· Orientation on STD and AIDS. (Provided by RDRS).
· Gender Awareness. (Provided by PROSHIKA).
· Foundation Training. (Provided by PROSHIKSA).
· Sustainable Development Technique & Poverty Reduction. (Provided by PROSHIKA).

06. General Information:

Academic Background

a) Masters in management under Rajshahi University, Rajshahi, Bangladesh 1996 obtained 2nd class.

b) Hon's in Management under Rajshahi University, Rajshahi, Bangladesh 1994 obtained 2nd class.

c) H.S.C (Science), Carmichael College, obtained 2nd division in 1989.

d) S.S.C (Science), Rangpur High School, obtained 1st division in 1987.

08. Computer Skills:

MS Word, MS Excel, Power point, Internet Network.
09. Personal Details: 

                    Md. Sazzad Hossain.
Fathers Name: Late Md. Moksud Hossain.

Mothers Name: Late Mrs. Sareza Begum.

Nationality: Bangladeshi.

NID no: 867 275 0737.

Blood Group: B+

Permanent Address: Vill-Purbo sarodubi, Union-Borokhata, Upozila-Hatibandha, District-Lalmonirhat.
10. Present Address: Md. Sazzad Hossain, House Name: Vila Magnolia. House No-89, Flat no-2C, 2nd Floor), Mirpur-10, Dhaka-1216.
Cell phone: 01300306718. E-Mail Address: mdsazzadhossain7027@gmail.com
11. Sex: Male.

12. Marital Status: Married.

13. Reference:

a) Monju Ara Begum, General Manager (Planning), BSCIC, Mothijeel, Dhaka.

Tel: 02-9133264, Cell: 01732711042. 

b) Md. Sohrab Ali Khan, Deputy Executive Director and Sectoral Chief of HEM (Health, Education & Microfinance), TMSS. Tel:02-9348644, Cell: 01713377063.
c) Asma Begum, Senior Director of HR, Shakti Foundation for Disadvantaged Women.

Tel: 01847099510.  

Signature                              

 Date:
[image: image2.jpg]



