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UTTAM KUMAR DEY
)


Contact Details:
Vill: Loughar kanda;                                                                                      
PO:Charsidur; 
P.S: Palash; Dist: Narsingdi.
Contact: 01728-496060/ 01929-438485
E-mail: uttamkumarphd@gmail.com
 (
Career Objective: 
)

To succeed in an environment of growth and excellence and earn a job which provides me job Satisfaction and self-development and help me achieve personal as well as organization goals.
 (
Academic Q
ualification:
)


M.B. S (Masters): Management,
Narsingdi Govt. College
Under National University
2nd Class

B.B. S Honours: Management,
Narsingdi Govt. College
Under National University
2nd Class

Higher Secondary Certificate, ‘Dhaka Board’2003
Palash Silpoancgal. College,Narsingdi.
Business Study, GPA: 2.60 
Secondary School Certificate, ‘Dhaka Board’ 2001.
Tahid Memorial High School, Palash,,Narsingdi.
Business Study, GPA: 3.25 
 (
Computer Literacy
)
2012
· Operating Systems: Windows XP,Windows 7,Windows 8, Windows 10,
· Internet: E-mail, Web browsing.
·  (
Language Skills:
)Office Package: MS Word, MS Excel, MS power point, MS Access 


· Excellent verbal and written communication skills.
·  (
Personal Strength:
)
· Excellent command over both Bengali and English
· Outstanding flexibility and adaptability with changes
· Self-motivated for learning and taking responsibilities 
· A quick learner and need minimum supervision to work
· Good analytical and problem solving capacity
· A good team player and able to work with multiple people
 (
Personal information
:
)

Name			: Uttam Kumar Dey
Father’s Name	              :  Narayan Chandra Dey
Mother’s Name	              :  Shefali Rani
Permanent Address	:  Vill: Louhar Kanda;
PO			: Chairsindur
P.S: Palash		;   Dist.: Narsingdi.
Date of Birth		:  11th July 1984
Blood Group		:  O+
Religion                             :  Hindu
Marital Status                  : Married
Nationality		:  Bangladeshi (by Birth)
 (
References:
)
	Nihar Ranjan Bhowmick
[bookmark: _GoBack]Professor (Head of the Dept.)
Management Department
 Narsingdi  Govt. college
Cell: 01711-488458



	Md.Jahirul Islam
Assistant Director Finance & Admin
Partners in Health Development (PHD)
j-islam@phd-bd.com
Cell:  01712-829243






I have been working in the field of finance, accounts and administration for more than 10 years where more than 7 years worked in the development sector in NGOs especially in health sector.

· I have knowledge on USAID rules & Regulations, financial reporting requirements, procurement policy, eligible cost, non-eligible costs, etc. Besides, I have worked & experiences on working under different donor’s fund like CIDA-under Canadian Development Agency ) Women’s Affairs Departments- Women & child health & nutrition programme, family planning programme, etc.
· I have substantive and clear concept on finance & Accounting treatment, recording transactions & maintenance of cash book and ledger, all kind of administrative works and Tax VAT issues, lease & legal issues, vendor payments, advance payments & adjustments.
· I can prepare cash book, ledge, stock register and store maintenance of consumable & project materials, and also can maintain office properties (fixed asset items) & record keeping. 
· I can take responsible for checking and preserving the bills, vouchers, filing of all official documents as per guidelines, donor rules properly at the Upazila level.
· I have Banking experience & can prepare Bank ledger, Bank Reconciliation, Fund request & deposit, withdrawals, and can communicate with bank authority regularly. 
· Well capable in preparing any kind of donor reporting, Head Quarter reporting in specific formats. 
· Expert in preparing any kind of budgeting ( Monthly, Quarterly, half yearly, annually & multiyear budgeting) & it’s controlling, burn rating, bud get analysis, budget variance preparing as per requirements. 
· I can ensure employee income tax issues, TAX & VAT issues. 
· Have well communication skills on senior managements, supervisors, colleagues, Govt. People, NGO community, client offices, etc.
· Expert in facing different kinds of audits like Internal audit, External audit, donor audit & follow-up the implementation of the audit recommendation. 
· Well capable to examine the accounts of Upazila offices, can provide necessary supports and can prepare regular financial reports as per requirement. 
· Have experience on office management & administration and can supervise & control support staff activities. 
· Have experience to provide all logistical support for the training/workshop/orientation/ donor visit/head office management visits. 
· I have high level of computer operating expertise on MS word, Power Point, Excel, e-mail, web Browsing, Graphics Design on Adobe Photoshop, Adobe Illustrator, Hard Ware assembling. Internet & Browsing E-mail. Also knowledge on operating accounting software (TALLY).
· I have completed Bachelor of commerce & under study of Masters of commerce in Finance under National University & taking preparation to appear Private exam. 
· I can strong communication skills in English & Bangla & also have interpersonal skills. 
· I am sincere, honest, hard worker and a committed worker & also like to work as a team.


· PRESENT JOB:
Finance & Admin Officer
Partners in Health and Development (PHD)
Cox’s Finance Team.( MNCAHN & MNRHP Project)
PREVIOUSE JOB HISTORY
Position: Finance & Admin Officer
Organization: Partners in Health and Development (PHD)

Program: ICHW Project, 
Location: Barisal District 
Donor: Funding By USAID
Technical Support: Saves the Children Bangladesh.
 Duration: 5th February 2017 to 31 January 2020.
Major responsibilities: 
· Checked all bills, prepared vouchers, maintained day to day transactions through petty cash and maintained cash book, ledger, cheque book and Stock Register.
· Prepared donor wise financial reports, consolidated financial reports for management (on monthly basis)
· Prepared & maintained all kinds of financial budgeting and kept close liagion with the EED/ Programme staff regularly. 
· Provide cash forecast and give fund status regularly as required. 
· Monitoring Shelter home Expenditures, Water & sanitation expenditures, nutrition & family planning expenditures and report to the manager if anything non-compliances for action.
· Visited with the program staff at the programme to provide logistical support at the spot during training, meeting, Local Level Planning Workshop, CV Orientation, UthanBaithok, UP-Chairman, District Coordination meeting, donor meeting etc.
· Ensured Employee income tax issues, TAX & VAT issues.
· Involved in maintaining stationeries, stock items & fixed asset items. 
· Frequently field visited at the Upazila level, spots verification. 
· Provide all logistical supports for the training/meeting, operated photocopier & overhead projector. 
· Maintained all files & kept updated. 
· Prepared cash forecast in every month and report to the Managers/ED.
· Maintain day to day banking transactions prepare bank reconciliations every month and maintain bank accounts & communications. 
· Paid all advance to the project staff & adjustments, vendor/party payments for procurements.
· Enabling supportive cash and banking service to staff, office suppliers, partners, donors and others.
· Paid staff payroll & other benefits on monthly basis through transferring to the bank.
· Collecting program requisitions, program budgets for delivery of cash & other logistic supports.
· Book rooms, process requisitions for cooking services, audio-visual tools and other services necessary for particular projects, orientation and meetings. 
· Capture required information to arrange reports as necessary
· Faces all kinds of audit (donor audit, Govt. Audit, etc.)
· Supervise support staff, accounts & admin staff.

PREVIOUSE JOB HISTORY
Position: Finance & Admin Officer
Organization: Partners in Health and Development (PHD)
Program: IH&NHMYC Project,
Location: Netrokona, District. 
Funding By: Canadian CIDA 
Technical Support: UNICEF, Bangladesh. 
Duration: 15th June 2015 to 04 February 2017.

Major responsibilities: 
· Checked all bills, prepared vouchers, maintained day to day transactions through petty cash and maintained cash book, ledger, cheque book and Stock Register.
· Prepared donor wise financial reports, consolidated financial reports for management (on monthly basis)
· Prepared & maintained all kinds of financial budgeting and kept close liagion with the EED/ Programme staff regularly. 
· Provide cash forecast and give fund status regularly as required. 
· Monitoring Shelter home Expenditures, Water & sanitation expenditures, nutrition & family planning expenditures and report to the manager if anything non-compliances for action.
· Visited with the program staff at the programme to provide logistical support at the spot during training, meeting, Local Level Planning Workshop, CV Orientation, UthanBaithok, UP-Chairman, District Coordination meeting, donor meeting etc.
· Ensured Employee income tax issues, TAX & VAT issues.
· Involved in maintaining stationeries, stock items & fixed asset items. 
· Frequently field visited at the Upazila level, spots verification. 
· Provide all logistical supports for the training/meeting, operated photocopier & overhead projector. 
· Maintained all files & kept updated. 
· Prepared cash forecast in every month and report to the Managers/ED.
· Maintain day to day banking transactions prepare bank reconciliations every month and maintain bank accounts & communications. 
· Paid all advance to the project staff & adjustments, vendor/party payments for procurements.
· Enabling supportive cash and banking service to staff, office suppliers, partners, donors and others.
· Paid staff payroll & other benefits on monthly basis through transferring to the bank.
· Collecting program requisitions, program budgets for delivery of cash & other logistic supports.
· Book rooms, process requisitions for cooking services, audio-visual tools and other services necessary for particular projects, orientation and meetings. 
· Capture required information to arrange reports as necessary
· Faces all kinds of audit (donor audit, Govt. Audit, etc.)
· Supervise support staff, accounts & admin staff.

· PREVIOUSE JOB HISTORY:
Position: Accounts & Admin Officer
Organization: Partners in Health and Development (PHD)
Program:  MNHI Project
Location: Patuakhli, District. 
Funding By: Canadian CIDA 
Technical Support: UNICEF Bangladesh.
 Duration: 03rd March 2013 to 15 June 2015.
Major responsibilities: 
· Checked all bills, prepared vouchers, maintained day to day transactions through petty cash and maintained cash book, ledger, cheque book and Stock Register.
· Prepared donor wise financial reports, consolidated financial reports for management (on monthly basis)
· Prepared & maintained all kinds of financial budgeting and kept close liagion with the EED/ Programme staff regularly. 
· Provide cash forecast and give fund status regularly as required. 
· Monitoring Shelter home Expenditures, Water & sanitation expenditures, nutrition & family planning expenditures and report to the manager if anything non-compliances for action.
· Visited with the program staff at the programme to provide logistical support at the spot during training, meeting, Local Level Planning Workshop, CV Orientation, UthanBaithok, UP-Chairman, District Coordination meeting, donor meeting etc.
· Ensured Employee income tax issues, TAX & VAT issues.
· Involved in maintaining stationeries, stock items & fixed asset items. 
· Frequently field visited at the Upazila level, spots verification. 
· Provide all logistical supports for the training/meeting, operated photocopier & overhead projector. 
· Maintained all files & kept updated. 
· Prepared cash forecast in every month and report to the Managers/ED.
· Maintain day to day banking transactions prepare bank reconciliations every month and maintain bank accounts & communications. 
· Paid all advance to the project staff & adjustments, vendor/party payments for procurements.
· Enabling supportive cash and banking service to staff, office suppliers, partners, donors and others.
· Paid staff payroll & other benefits on monthly basis through transferring to the bank.
· Collecting program requisitions, program budgets for delivery of cash & other logistic supports.
· Book rooms, process requisitions for cooking services, audio-visual tools and other services necessary for particular projects, orientation and meetings. 
· Capture required information to arrange reports as necessary
· Faces all kinds of audit (donor audit, Govt. Audit, etc.)
· Supervise support staff, accounts & admin staff.


Position: Accounts Officer
Organization: Fiber shine Limited 
Location: Islampur Coda Gazipur
12/ A Baridara (3rd Floor), Dhaka 1212. 
Duration: 01st April 2011 to 01st march 2013.

Responsibility:
· Accounting enter Software: Tally, ERP 9
· Receipt & Payment Account day to day
· Checked all bills, prepared vouchers, maintained day to day transactions through petty cash and maintained cash book, ledger, cheque book and Stock Register.
· Prepared donor wise financial reports, consolidated financial reports for management (on monthly basis)
· Prepared & maintained all kinds of financial budgeting and kept close liagion with the EED/ Programme staff regularly. 


I hereby declare that above information is correct to the best of my knowledge and belief.
Signature and Date

…………………………..
(Uttam Kumar Dey)

 (
Decaration: 
)
