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AZIZUL HASSAN
	Nationality

	Bangladesh

	Date of Birth
	July 19th, 1981


	Marital Status
	 Married


	Languages
	Bengali Native / English Upper Intermediate / Arabia / Hindi / Urdu 

	Contact Numbers (Mobile)

	+88-01913390301, +8801716612971 (Bangladesh)

	Email ID
Skype ID                                


	azizul.suman@gmail.com 

	Summary of Experience 

	Feb 2017 – Present
BDSTAR INTERNATIONAL (TRAVEL AGENCY) 
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Position: Finance Executive,
*Keep accurate records for all daily transactions
*Prepare balance sheets
*Process invoices
*Record accounts payable and accounts receivable
*Update internal systems with financial data
*Prepare monthly, quarterly and annual financial reports
*Reconcile bank statements
*Participate in financial audits
*Track bank deposits and payments
*Assist with budget preparation
*Review and implement financial policies

----------------------------------------------------------------------------------------------------------
June 2014 – 10 November 2016
Akfa Contracting Holding Company. 
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King Khalid International Airport, Terminal 5 MEP Project and 

SANG Al-Qassim NGHA Hospital MEP Project.  
Riyadh /Al-Qassim, Kingdom of Saudi Arabia [image: image4.jpg]Sy
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Position: Senior Document Controller (Chief)
Responsible for:

· Managing the Document Control team work flow and work load

· Prepare daily & monthly reports of Document Control Department

· Supporting the team for the all documentation and data produced for the project

· Record, review, distribute, archive for the all documentation requirement

· Perform other duties as required

· Maintained high level of confidentiality in a professional manner
· Perform other duties as required
Contractor / Owner: TAV ACC JV / GACA[image: image5.png]Tepe Akfen
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Contractor / Owner: NESMA / Ministry of Health [image: image7.png]Nesma
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October 2011 – May 2014
Jahangir Alam contraction Est 

Madinah University Project. 
(Madinah / KSA)

Power Plant project.

(Rabigh / KSA)
Kingdom of Saudi Arabia  [image: image9.jpg]Sy
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Position: Material Supervisor / Purchase & Communication Officer
Responsible for:

· Coordinates, supervises, and participates in the daily work of the Material Coordinators in the inventory warehouse including shipping and receiving, picking of parts for jobs and work orders, organizing the inventory in the stock room per the company’s quality system, and is responsible for the accuracy of the on-hand inventory data. Reports to the Supply Chain Manager.
· Manages and supervises the inventory transaction processes to ensure inventory accuracy and timeliness

· Coordinates the generation of pick tickets, cycle counting sheets, and physical inventory sheets and is responsible for maintaining the accuracy of the on-hand inventory count.

· Support administration and data entry of physical inventories

· Manage consumables, dangerous goods/chemicals, or similar items.

· Basic safety and risk awareness, and taking actions to reduce or eliminate any such risks or hazards.

· Managing recycling and disposal of inventory as directed by the Supply Chain Manager and Finance.
· Responsible for reviewing, updating and proposing warehouse upgrades and modifications

· Perform other duties as required

Contractor / Owner: Al-KHODARI/ MADINA TAYYABA UNIVERSITY
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Contractor / Owner:  Aramco [image: image12.png]dyogoul gSoljl
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April 2011 – October 2011
MNP plastic Factory 

Riyadh, Saudi Arabia [image: image13.jpg]Sy
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Position: Sales & Account Officer
Responsible for:

· Data entry of vendor invoices 

· Assist the Accountant with month-end sales & management reporting as necessary 

· Assist the Accountant to prepare and process payroll fortnightly 
· Work cover, audit support, asset management and other processes as necessary.

· Other administrative and accounts duties as required.
· To follow financial procedures for all Sales, including issuing cost estimates, quotations and invoices, monitoring and recording payment, notifying outstanding debts.

Owner: Jahangir Alam CO.
January 2006 – March 2011 
Sinoma International Engineering Company LTD (China Company) 
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City Cement project (Marat Riyadh/KSA) [image: image15.jpg]Sy
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Position: Office & Camp Management
Responsible for: 

· Ensure money is available for campers and staff. Inform staff when lists need to be in, so that all money requirements are dealt with effectively. Ensure that this responsibility is delegated to an appropriate member of staff when access to money is required on a weekend.
· Strictly maintain all records of petty cash and camper cash.

· Manage the accident and incident books at camp.

· Ensure the office is kept clean and tidy at all times.

· On request provide staff with information held on data bases, and/or hard camper records.
· Ensure the medications are appropriately handed out during the day.

· Assumed a lead role in coordinating meetings and events with multiple managers/offices

· Handled and distributed all incoming mail to appropriate departments

· Managed extremely heavy scheduling of administrative work

· Monitored office equipment such as computers, phone systems and electronics and coordinated maintenance issues

· Ordered, received, stored and distributed office supplies while accurately maintaining supply-inventory

· Provided support and guidance to newly hired clerical employees and administrative staff

· Perform other duties as required


Owner: City Cement [image: image16.png]



__________________________________________________ 


	Education-Training

Skills 


	
01/01/2002 – 30/06/2002   Certificate in Computer Application   


(Government Approved, Vocational Division)


THE GERMAN TECHNICAL TRAINING INSTITUTE BOGRA, BANGLADESH.

 01/07/2001 - 31/12/2001   Electrical Trade Course (6 Months)


KAROTOA TECHNICAL TRAINING CENTER BOGRA, BANGLADESH.


1996-97 Diploma Engineering Electrical (3 years)


Technical Education Board Dhaka, Bangladesh.

     1996 Secondary school Certificate Examination (SSC)


Science, Rajshahi Board, Bangladesh.

Leadership

Problem Solver

Coordinator

Team Management

Audit Management

Team member

Document Management
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	Computer Literacy
	
Microsoft Office Applications 2010 & 2013 (Word, Excel, PowerPoint, Outlook)

Win xp7 & Win xp8 & 10


	Driving License 
	
Saudi Arabia Driving License 2011 to 08/05/2020  
              AND 

              BANGLADESH Driving License 12 JUL 2018 to 11 JUL 2027

	References 
	
Available upon request
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