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	Career Objective:

	Na 



	Career Summary:

	Dedicated and hardworking individual with the intercommunication skills to work at all levels of the organization. Exceptional abilities in project design and monitors with the organizational and supervisory skills to assure success. Monitoring delegates and work to meet and beat deadlines.
Outstanding motivator and builder of teams. Working well in both team environments and individual assignments.
Successful in meeting new technical challenges and finding solutions to meet the Clients. 



	Employment History:

	Total Year of Experience : 5 Year(s) 

	1.
	Admin Officer ( September 1, 2013 - Continuing)

	 
	Trust & Honest Int.
Company Location : Mirpur DOHS,Dhaka,Bangladesh  
Department: Administration  
Duties/Responsibilities: 
1.Mantain daily petty Cash 
2. Office Maintain
3. Check office email & documents
4.Salary Making
5.Arrange office meetings 
6. Maintain office Attendance & Office Transports.



	Academic Qualification:

		Exam Title
	Concentration/Major
	Institute
	Result
	Pas.Year
	Duration
	Achievement

	BBA   
	Marketing   
	ASA University Bangladesh   
	CGPA:2.76
out of 4   
	2013   
	Dhaka   
	2.76   

	HSC   
	Commerce   
	Mirpur Girls Ideal School/Collage   
	CGPA:3.2
out of 5   
	2008   
	Dhaka   
	3.20   

	SSC   
	Commerce   
	Mirpur Bangla High School   
	CGPA:3.63
out of 5   
	2006   
	Dhaka   
	3.63   








	Extra Curricular Activities:

	Ms Word,Excel,Power Point & Internet


 




	Language Proficiency:

		Language
	Reading
	Writing
	Speaking

	Bangla 
	High 
	High 
	High 

	English 
	High 
	Medium 
	Medium 






	Personal Details :

		Father's Name 
	:
	Md Abdus Satter 

	Mother's Name 
	:
	Monoara Begum 

	Date of Birth
	:
	June 15, 1991 

	Gender
	:
	Female 

	Marital Status 
	:
	Married 

	Nationality
	:
	Bangladeshi 

	National Id No.
	:
	19912696406000088 

	Religion
	:
	Islam 

	Current Location
	:
	Dhaka 
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