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  CURRICULUM VITAE

                                                                                      Of

                                                         MR. SUJIT GOMES

Career Objective:

To work in an organization which offers a competitive and Performance based environment and nourish the talent and explores inherent abilities for the development of organizations and the employees.

A. Mailing  Address

:  
116/1, North Christian Para 

Mohakhali, Dhaka

Email: sujitbenedict@yahoo.com
Mobile :  + 88 01715 333991.
B. Personal Information

: 

1. Name



: 
Sujit Gomes.

2. Father’s Name


: 
Parimal Gomes.
3. Mother’s Name

:
Monika Gomes.
4. Permanent Address

: 
Vill. –Rangamatia, P.O- Rangamatia, 
Dist.- Gazipur.

       5. Nationality


:
Bangladeshi By Birth.

       6. Date of Birth


: 
3rd  August, 1980.

       7. Religion



:
Christian
       8. Marital Status


: 
Married.

       9. Sex



:
Male.

     10. Regardless of Ethnic

:
Bangali.

     11. Blood Group


:
O (+ve).

     12. Language


: 
Bangla & English (Written and Spoken).

 C. Educational Qualification 
:   


	Name of Exam.
	Group
	Grade/Division
	Passing Year
	Board/University

	MBA 
	Major in HRM
	B+
	2012
	Southeast University.

	B.A
	Humanities
	2nd  Division
	2004
	Tejgaon College

	H.S.C
	Humanities
	2nd  Division
	2001
	Notre Dame College

	S.S.C
	Humanities
	2nd  Division
	1998
	Rangamatia High School


D. Extra Qualification

: 
a)Computer Skill (MS Word, MS Excel, MS Power Point,                               Internet  Operation etc.                     

b)  I Completed the IELTS Course from British Council and    achieved 6 point in the Course.

       




c)  Seminary course under The Oblates of Mary Immaculate         

     






 From 2000 to 2003.

E. Experience


:

	Post Title
	Organization
	Job Location
	Program/Project
	Department
	Duration

	Medical Data Processor+Translator+Liasion Officer
	MSF – H 
	Fulbaria, Mymensingh
	Kala Azar Vertical  project. 
	Medical
	3rd March, 2011 Until Now

	Administrator
	SW Multimedia Ltd
	Gulshan-1,Dhaka
	Company
	Admin
	Jan-2009 to Feb-2011

	Data processor+Admin
	Golden Harvest Ltd
	Mohakhali,

Dhaka
	Company
	Admin
	June-2003 to Dec-2009


Key Responsibilities Were
      : 


Medical Data Processor+Translator+Liasion Officer
· Maintain the medical database.

· Put the patient’s information to the Database.

· Regular do the data entry.

· Collect all the information of patients.

· Reporting

· Communicate with MOH.

· Act as a translator.

· Work with Patient Picture.

· Export the database and other information to Headquarters. etc

Administrator
· Purchase the logistic item for the company for the whole month.
· Contract with the client for the payment.
· Processing the employee salary to the bank.
· Collecting cheque from the client and submit to company’s account.
· Paying all bills like electricity, telephone etc.
· Repair the materials if they do not work properly.
· Giving advertisement for the recruitment.
· Collect money from the bank to use for official purpose.
· Give invoice to clients about their payment.
· Collect tax information from the client.
· Give training to the employees about administrative rules and regulations.
· Arrange training and programs for office staff.
· And also other administrative works  
Data Processor + Admin
· Doing all the administrative works.

· Purchase the logistic item for the company.

· Maintain the admin software.

· Doing data entry works.

· Checking all entry data and maintain the quality.

· Also other type of works.
F. References


:
01.  Dr. Ashish Kumar Das.

        Deputy Medical Coordinator,

        MSF – Holland,

        House: 102, Road: 13/C, Block: E,

        Banani, Dhaka – 1213.

        Mobile:  +88 01713 493354(Office),

           +88 01749 190207(Personal). 

02.  Dr. Fatima Akter
        Medical Doctor,
        MSF – Holland,
        Kala Azar Project,

        Fulbaria, Mymensingh.

        Mobile:   +88 01190513291 (Personal).
03. Mohammad Zahed Nowaz,
       Head of Human Resources & Program Support Unit, 

Concern Universal, Bangladesh, House-8, Road-28, Block-K,                   Banani, Dhaka-1213.  

Tel: 9855296, Cell: 01712 840576.
Signature:
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