												
[image: ]
Date: 31-12-2018
MD REAL MIA
Present Address: 190 Gopur Bovon, Elephant Road, Dhaka
Phone: 01716945483
Phone: 01720141412
E-mail: realngc@gmail.com							
Cover Letter:
I learned of an opening for a “VIRTUAL ASSISTANT- FINANCE “Staff India. and would like to submit my resume for your review. With my strong understanding of accounting principles from both my educational and professional background, as well as my superior administrative and organizational skills, I feel confident in my ability to significantly benefit your institute. From achieving strong knowledge of conducting financial research to analyzing risk reports, my background in financial planning for a major institute has prepared me to excel in this role. Additionally, I possess complementary abilities in financial software and budget balancing. With a solid foundation in accounting and finance, my unique skill set makes me ready to thrive in this position. Highlights of my background include:
 • A Bachelor’s degree in Accounting
 • A Diploma on ASP.NET from IDB BISEW IT scholarship  
Maintain all books of accounts, Balance Sheet, Monthly Report, Quarterly Report, register, ledger following accounting standard and accounting principles and policies of the organization.
Responsible for checking bills/voucher, preparation of salary and wages, preparing financial statements, bank transactions
• Utilized organizational, interpersonal, and motivational skills to achieve outstanding results individually and as part of a team. With my in-depth experience in account management, coupled with my educational background and successful track record, I believe I will be an asset with much to offer Staff India. Look forward to hearing from you to discuss the position in further detail. Thank you for your time and consideration. 
Personal Information:
Name	                                              : Md Real Mia
Father’s name	                                : Abdul Jobber
Mother’s name                                 : Raka Akter
Mailing address		                 :  Surjosen hall, Room no-264, university of Dhaka
Permanent address                          :  Vill: Digla, P.O: K Amtola, Upazilla: Netrakona Sodor, Dist: Netrakona
Date of birth                                       : 1st Jan, 1989.
Religion                                                 :Islam
National Id                                            : 8229505733
Nationality                                           : Bangladeshi by birth
Gender                                                 : Male
Marital status                                      : Unmarried 
	



Language Proficiency:
Bengali: Mother tongue.
English: Excellent presentation & communication skill with fluency.
Hindi: Able to understand.

Working Attitude:
Able to learn and apply quickly.
Flexible with team.
Creativity & strong commitment to duty.
Sincere & Dedicated.
Educational Attainment:
	Name of
the Degree
	Subject / Group
	University / Board
	Grade/Class
	Year of                                      Passing

	SSC
	Commerce
	Dhaka
	2.88
	2005

	HSC
	Business Studies 
	Dhaka
	2.90
	2007

	  BBS(Pass)B.COM
	Business Studies
	  National University
	Pass (40%)Marks
	2011

	Computer course ( 1 year)
	ASP.NET C#

	IDB BISEW
	Passed
	2016



1. Experience
Name of the organization:  PIPL, Dhaka   (Software Farm)
Designation/position held: Accounts cum Admin,       
Service period: 01-01-2018 to continuous
Major responsibilities:software maintain, Data entry maintain, computer update, Report, cashbook, lager, Monthly report, salary sheet,
Accounting software: Maicrofin anirban,   ERP-09 
Maintain Office Petty Cash.
Prepare and maintain requisition slips & bills.
Preparation of Personal Tax Return. To maintain regular liaison with Bank. 
To liaise and coordinate with internal and external auditors on audit requirements and activities.Preparation of Payroll and disbursement.
Ensure that Cheque Book Register is properly maintained.Inventory management & control. Maintenance of petty cash, cash book, stock ledger & different registers related to Accounts and stock Responsible for checking bills/voucher, preparation of salary and wages, preparing financial statements, bank transactions
All client Billing contract, and all Bill request paid by bank account,
Explain billing invoices and accounting policies to staff, vendors and clients.
Accounting software ERP-09 use and all data entry daily Transition, All client Payment in the bank and phone Contract, Ms Office  all related work , internet bowering , 

2. Experience:
Name of the Ngo organization: Palli Shiushu foundation of Bangladesh) NSHDP Project
Address of the organization: Sirajgong
Designation/position held: Admin assistant
Service period:  12-01-2017 to 31.12.2017
Major responsibilities: 
Bank Reconciliation
Preparation of all kinds of vouchers.
Analyze revenue and expenditure trends and recommend appropriate budget levels, and ensure expenditure control.
Explain billing invoices and accounting policies to staff, vendors and clients
. Maintenance of petty cash, cash book, stock ledger& different registers related to Accounts and stock (including preparation of all vouchers),
Cashbook, Ledger, Salary Sheet, 
Software Entry, Erp-09, maicrfin-360,
3. Experience:
Name of the Ngo organization: Simantik (NGO)
Address of the organization: Sylhet ,Uposhohor 
Designation/position held: Admin assistant
Service period:  02-01-2016 to 31.12.2016
Declaration: 
I hereby declare that the above statement is correct and complete to the best of my concern
Signature
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Md. Real Mia		
References:
	
Al Faruk
Assistant Teacher
Daffodil University  
Cell: 01717931987	
-



	
Al Mamun
Deputy secretary 
PWD
Cell: 01712117333
E-mail: Appview15@gmail.com
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