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RESUME OF 
SAPNA AKTER JOYA
[bookmark: _GoBack]133/2,, Jamtala, East Rampura, Dhaka – 1219
Mobile: +88 01743704685, +88 01730470950
Mail: joyaakter308@gmail.com (
OBJECTIVE
)


To prove myself as a quick learner and a highly energetic person in any given challenging situation across all diversified fields where my contribution will be respectively acknowledged.
 (
ACADEMICS
)

Bachelors of Business Administration (BBA)
Institute: Khilgaon Model University & College, Dhaka
Subject: Management
Year of Passing:  Yr.2017
Result: 2.93
Board: National University
Higher Secondary Certificate (HSC) 
Institute: Khilgaon Girls School & College, Dhaka
Group: Business Studies
Year of Passing: 2011
Result: 3.50
Board: Dhaka
Secondary School Certificate (SSC)
Institute: Khilgaon High School, Dhaka
Group: Business Studies
Year of Passing: 2009
Result: 4.38
Board: Dhaka


 (
WORKING EXPERIENCE (In Chronological Sequence)
)

My Outsourcing Limited 
January 2018 – Till Date
Designation : TEAM LEADER                                                                  Department : Call Center
· Managing a team of 6 agents in the business of PSF calling to customers of four companies – Rangs, Rancon, Karnaphuli and Aftab Automobiles for Mahindra and Mahindra
· Preparation of complete MIS and closure of reports on a daily basis and submission to the supervisor
· Providing instant solution to the customers on after sales service

Ehsaan Multimedia Limited (A diversified marketing company)
5 Months
May 2017 – Sept 2017
Designation : Sales Admin                                                              Department : Administrations
Responsibilities Handled :
· Handled the entire back office jobs including coordination with associates and managing people
· MIS daily reporting
· Checking of all bills and vouchers
Rangs Motors Limited(A distributor of Mahindra and Eicher commercial vehicles)
2 Years
December 2014 – December 2016
Designation: Senior Executive                                                             Department : Sales Admin
Responsibilities Handled: 
· Handling Sales Admin and Back office for Southern Bangladesh for all the credit related files where the vehicles are financed
· Collection of all KYC documents from the customers
· Checking of credit worthiness of the customers
· Coordination with the sales team for all the enquiries
· Coordination with the credit and lease team for after sales activities
· Ensuring completion of all the files along with the deed/agreement before the delivery of the vehicle



Shawpna Retail Store
1 Year
November 2013 – December 2014
Participated in several events sponsored by various brands across Bangladesh :
Market Access, Asiatech, Interspeed, Spectrum – 3 years
 (
SKILLS AND ACHIEVMENTS
)

Language Competency:
Bengali – Excellent (Speaking, Writing, Reading)
English – Proficient (Speaking, Writing, Reading)

Computer Literacy:
· Excellent Exposure in MS Word, Excel, PowerPoint and Internet Browsing
· Fast typing skills
· Responding in a proper manner of mails, based on situations
Achieved Personality Traits:
· Strong Communication and Interpersonal Skills
· Good Analytical and Problem Solving Skills
· Capable of working in a team as well as independently
· Comfortable with working long hours in the office as well in the field
· Fluent in Speaking, writing and listening in both English and Bengali

 (
PERSONAL DETAILS
)

NAME:   SapnaAkter Joya
FATHER’S NAME: Md.AbulKalam Azad
MOTHERS NAME: Mrs. Nazma Azad
DATE OF BIRTH: 24th June, 1993
RELIGION: Islam (Sunni)
NATIONALITY:  Bangladeshi (By Birth)
SEX: Female
MARITAL STATUS: Unmarried
BLOOD GROUP: O+ve

Declaration: I, the undersigned, certify to the best of my knowledge and belief that the mentioned data are correct which describe my qualification and me.


Signature: 
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_______________________
SAPNA AKTER JOYA
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