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Mostafizur Rahman Bhuiyan
Feni, Bangladesh  |  +8801732669696  |mos_92003@yahoo.com|
 https://www.linkedin.com/in/mostafizur-rahman-bhuiyan-8925ba41
                        
ABOUT ME
To acquire a position that gives me opportunities to accept the challenges, create ideas in an organization where I can get maximum exposure and to work with a progressive company, which offers congenial, invigorating, and challenging atmosphere with long term career growth prospect.
Proactive, well organized, and innovative  with excellent communication, interpersonal, analytical, problem solving, decision making, organizing, time management and leadership skills. Multi-skilled and well acquainted with all associated functions pertaining to Training & Development and Facility Top Management. 
An intelligent well-presented and adaptable graduate, With solid academic background in Management, Business Administration, with extensive hands on experience in managerial work with proper training skills for business or organization development.  (Proficient in windows, Microsoft office suite (word, excel. PowerPoint, etc.) and the Advance internet User)
Top skills
| Training & Development Planning  | Customer Satisfaction Log & KPI‘s | Complete Training Plan, Preparing & Implement existing Training programs for Facility Management employees and Front Line employees | Policy & Procedure |Client Employee Relation|Organizational Development|Organizational Team Management | Supporting to Recruitment 
Executive Value Offered 
Organizational cost Reduction upto 21% 
1000 plus employees recruitment including specialist and staff
Designed and developed a competency model to attract and retain top performers.
Guided the executive team through organizational restructurings which created a more flexible, cost-efficient workforce.
Designed an employee engagement strategy that improved morale, retained talent, and business continuity through multiple changes with the executive leadership team.
Recognized by executive management for excellence in community/labor relations/ Client Relations. 
Trained to Direct and Indirect employees for develop their skills.






Career Trajectory
	Training Manager and Operation Manager(A)
Facility Trainer 
	2018
2013
	Present
2018
	www.saudi-marafiq.com
www.almajal.com

	Sr. Excutive & IT Support 
	2012
	2013
	www.alinfoods.com

	Admin Officer 
	2011
	2012
	www.mau-te.com

	              Marketing Executive
	2010
	2011
	www.slfpl.com

	Branch Manager & IT Instructor
	2006
	2010
	GVIT (website NA)

	IT Officer 
	2002
	2006
	www.mph-q.com

	Data Entry Control Supervisor   
	1998
	2002
	www.sonalibank.com.bd


education
Masters of Commerce (M. Com)
Subject: Management 
National University of Bangladesh, 1997

Bachelor of Commerce (B. Com Honor’s) 
Subject: Management
National University of Bangladesh, 1996

Higher Secondary School certificate examination (H.S.C)
Feni Govt. College
Comilla Educatin Board, 1992, Science Group

Secondary school certificate examination (S.S.C)
Feni Central High School,
Comilla Education board, 1990, Science group

Basic Computer Course (6 months)  
DHRUBO Institute, Bangladesh. 1999

Diploma in Information System Management				
(DISM), APTECH worldwide, Bangladesh. 2002.


PROFESSIONAL HISTORY
Saudi Marafiq - Saudi Arabia								Mar 2018 – Present 
Saudi Marafiq sister concern of Smasco  is one of the most leading Facility management companies in KSA. With more than 28 Branches and over 600 team members. As a company, we’re driven by our integrity, teamwork and passion – with an unwavering commitment that every client will have an exceptional customized service experience.
Recruit from SMASCO to Saudi Marafiq Training & Development Department as in charge and established complete training center. 
Senior Trainer, Training Manager and operation manager (A)
· Preparing  and implementing yearly training plan and OJT training schedule.
· Preparing and implementing emergency training plan.
· Execute orientation and JST programs for new hire employees.
· Execute re-training (JST) programs for all employees.
· Evaluate performance of the employees upon training programs and quality standard of work. 
· Preparing weekly, monthly and annual training summary. 
· Maintaining Customer Log file. 
· Preparing & implementing for the departmental policy, procedures & process  
· Preparing Training course curriculum, catalog, training necessary form and Presentation. 
· Conducting H&S training for all employees. 
· Handle Internal operations.
· Conduct Interviews for Recruitment.
· Perform Quality Analysis.
· Prepare technical & commercial proposals for the facility management. 
· Support to event management and exhibition.
[bookmark: _gjdgxs]  
almajal G4S - Saudi Arabia							 July 2013 – Feb 2018
almajal was founded in 1981,  was franchised with ServiceMaster, USA in 1985 and formed joint venture with G4S, UK in 2006. almajalG4S is one of the top 100 companies in Saudi Arabia with 13 branches across the kingdom that employ over 15,000 employees. almajalG4S has become market leader in the Kingdom's service industries serving various private, autonomous and govt. sectors. Facility services division is one of the major divisions in almajalG4S employing over 10,000 employees alone. 
Trainer – Facility Management 
· Preparing  and implementing yearly training plan and OJT training schedule.
· Preparing and implementing emergency training plan.
· Providing certification training to drivers for airport ramp safety license.
· Execute orientation and JST programs for new hire employees.
· Execute re-training (JST) programs for all employees.
· Evaluate performance of the employees upon training programs.
· Maintaining trainee's attendance record & skill summary.
· Preparing weekly, monthly and annual training summary. 
· Maintaining Customer Log file, ISO Audit document and CCR report. 
· Coordinate and supporting for the departmental Administrative work.  
· Preparing Training course curriculum, catalog, training necessary form, and Presentation. 
· Conducting H&S training for all employees. 
· Evaluating employee performance, upon completion the training program.
· Inspecting all the quality documents related to the H&S. 
Alin Food Products Ltd.							Sep 2012 – June 2013
ALIN Foods has grown up in stature and became the largest fruit, vegetable, food stuff processor and exporter in Bangladesh. The brand "ALIN" has established itself in every category of food and can boost a product range from Drinks, Confectionery, Snacks, and Spices, rice, mustard oil group and Bakery products. More specifically, we are involved with both manufacturing and exporting of dry foodstuffs in different countries across the world.
Sr. Excutive & IT Support
Handle customer query, Cash deposit & withdrawal, Make appointment and schedule
Prepare correspondence, organizing filling and all related works document manually and electronically.
All Financial report submit to Top Management, monthly statement, total sales report and development, inventory Report and update, Checking Sales Entry, QuickBooks software Maintenance. 
	IT Skills


· Microsoft office advance user. 
· SMART FM software
· Good communication skill through email & internet, advance Internet User
· Hospital management system software, Audio Visual Department maintenance, Accounts software Management, Preparing Training programs in PowerPoint and top management presentation for Monthly Report, etc.

	Personal INFORMATION



Father’s Name		: 	Late Abdul Quddus Bhuiyan 
(Ex. Principal Officer, Sonali Bank)
Mother’s Name	 	: 	Nasima Akther 
(Retired Asst. Teacher, Govt. Primary School) 
Date of Birth		          : 	September 15, 1975
Present Address		:	Jalalia House (2nd floor), Nazir Road, Feni Sadar, Feni 
Permanent Address	: 	C/O-  Late Abdul Quddus
					102, Bashpara Quarter (2nd floor), 
					Feni-3900, Bangladesh.
Nationality		          : 	Bangladeshi by Birth
Gender			:	Male
Marital Status 		:	Married 
LANGUAGE SKILL
English (Fluent in Reading, Writing and Speaking) Fluent in Bengali as mother tongue and familiar with Arabic, Hindi and Urdu.
HOBBIES AND INTERESTS
Listening to music, Playing badminton, cricket, etc.  Walking, travelling and visiting places of interest with family and friends, creative work or something with a computer. 
Achievement Statements: 
1. ISO certficate training with health & safety 
2. Brivery Act Training 
3. Communication Skill Training
4. Leadership Skills Development Programs 
5. Train The Trainer Courses
6. Department Best Employee certificate in T&D-almajalG4S , (References can be provided at Request).
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