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Mailing Address: 
582/A, Syed Company House,
West Supariwala Para, Dewanhat, Chittagong.
Mobile No           :  01625363943
E-mail                  : liza.akter14577@gmail.com 	 

Career Objective:
To serve in a responsible administrative position at a well-structured organization and successfully apply acquired managerial and interpersonal skills to enhance organizational efficiencies.
Strength:
· Execute assignment assigned by management.
· Adapt at accepting responsibility, implementing decisions, attending to details, setting and meeting    deadlines punctually and with full co-operation.
· Enthusiastic, creative team player with strong problem solving and organizational skills.

Job Experience:
Now I am working as an Executive, Human Resource Division with Regency Three Limited, Plot- 25-30, 43-48, Sector 8 , CEPZ and Chittagong since April, 2011 to till. 

Responsibilities:
· Execute the payroll software through collect salary related information, import into software, calculation & process and disbursement with the help of finance department within the deadline.
· Conduct daily floor visits to ensure leave /attendance discrepancies are taking place at
minimum level in order to support optimum productivity of the production.
· Execute manpower budget planning, execute job posting, and ensure talent acquisition and worker joining as per departmental requirement within deadline.
· Review and calculate over time (OT) & Leave of workers and staff on a daily basis and keep records as per compliance requirement & salary process.
· Execute performance appraisal through evaluation of individual worker's job performance.
· Assist to run disciplinary actions/ domestic inquiry in compliance with Labor Law for the worker against the misconduct.
· Perform safety checking and hourly floor visiting and inspect facilities, fire fighting Equipment, machinery, and safety equipment to identify and correct potential hazards, and to ensure safety regulation compliance.
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Academic Qualification: 
	

Title			: Master of Business Studies (M.B.S)
Major			: Accounting.
Institute	                                                   : National University, Chittagong.
Year of Passing    	                           : 2013
Result      	                                                   : Ist Class

Title                	                                                   : Bachelor of Commerce (Honors)
Major              	                                                   : Accounting.
Institute	                                                   : National University, Chittagong.
Year of Passing    	                           : 2011
Result                 	                           : 2nd Class 50.54%]

Title                	                                                   : Higher Secondary Certificate (H.S.C)
Group               	                                                   : Business Studies.
Institute	                                                   : Govt. Commerce College.
Year of Passing    	                           : 2003
Result (Grade)                                                      : 2.60[Obtained marks: 68.7%]

Title               	                                                   : Secondary School Certificate (S.S.C)
Group               	                                                   : Science
Institute	                                                   : Railway Public School.
Year of Passing    	                           : 2001
Result               	                                                   : 3.75


Computer Skills:
Working knowledge on Operating Systems like Windows XP and Application packages like MS Word, MS Excel, Power Point, Keen Internet browser & E-mail.
Training:
· Fire & Safety Organized By Li & Fung.
· Central Health & Safety Organized By Regency Three Limited.
· Customer Focus Organized By Regency Three Limited.
· Training On Social Compliance Organized By PSES, GIZ in Cooperation with BGMEA, CTG. 
· BSCI Awareness Training Organized By BGMEA.

Awarded:
· Awarded on Social compliance Organized by PSES, GIZ in Cooperation with BGMEA, CTG. 

Language Proficiency:


I have good command over the both English language and my mother tongue (Bangle).
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Personal Information:
  
Name                                                  : Rokeya Begum (Liza)
Father’s Name		            : MD. Syed Hossain.
Mother’s Name	                        : Lutfur Nahar.
Spouse Name                                      : Sahed Mohammed Nizamuddin.
Date of Birth  	                                    :  05.11.1986.
Present Address                                 :  582/A, Syed Company House,
                                                              West Supariwala Para, Dewanhat, Chittagong.                          
Permanent Address                            :  Vill : Goran Kayen , P.O : Geari : P.S: Patiya,    
                                                               Dist: Chittagong.
Nationality	                                 :  Bangladeshi by birth.
Religion        			            :   Islam.
Marital Status		                        :  Married.

Interest:

Reading Books, Journals, Playing & Traveling


References:

1)   Mr. Sahed Mohammed Nizamuddin
    Associate Manager, Retail Lending Products,
    Retail Banking Division,
    Brac Bank Limited, Head Office,
    Anik Tower (3rd Floor ), 220/B, Tejgao I/A,
    Tajgao –Gulshan Link Road , Dhka-1208, Bangladesh.
     E-mail: sahed.nizamuddin@bracbank.com
     Cell: +8801708484220

2) Mr. Mohammed Abul Monsur Siddique 
   Senior Assistant Judge
   Bandorban Judge Court,
[bookmark: _GoBack]   Bandorban .
  E-mail:  monsurfbd@gmail.com
   Cell: +880177141242
 


Signature


----------------------------
Rokeya Begum (Liza) 
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