





Resume of
MD. SHAKIR MAHMUD MAHBUB
Road no : 03, House no: 606,
Chosma hill, Panchlish, Chattogram.
Email    : shakir.iiu@gmail.com
Linkdin :   https://www.linkedin.com/in/shakir-mahmud-0373701a1/
Phone No: +8801819649072

OBJECTIVE

I am a self-motivated, energetic, hard-working cleaner with extensive experience in the cleaning  activities.  I work effectively both within a team and individually using my own initiative. I believe that I will be invaluable asset to any organization giving my experience.  Dedication and the great pride that I take in my work.


EXPERIENCE

05.02.2018 TO PRESENT: 
[bookmark: _GoBack]Worked at Kutumb bari Restaurant. 
A.K Khan Gate, Chattogram.

          Key responsibilities.

· Ensuring the high standard cleanliness of offices, reception areas, corridors, and lift    which include the vacuuming of the floors, and the dusting and polishing of desk and shelves.
· Promoting and maintaining a safe, secure and clean working environment; promptly emptying west bens and transporting wastage to delegates areas.
· Cleaning, disinfecting and replenishing washroom to ensuring adherence to required hygiene standers.
· Closing windows and doors upon completion to enforce a secure and safe environment.
· Delivering  effective training  to new employees in the effective execution of cleaning  procedure.
· Attending monthly team meeting with managers to provide feedback  and offer recommendations  on potential procedural improvements.
	
Key Achievements.

· Substantially reduced  cleaning cost by suggesting use of locally produced cleaning chemicals.
· Suggested the employment of a bulk bargain vendor to procure cleaning equipment  and tools.

Job related skills.

· Supervising a group of five cleaners.
· Ensuring health and safety guidelines are followed at all times.
· Organizing training sessions for stuff.
· Liaising between various stuck   cleaners  to organizing jobs.
· Ensuring domestic properties are left in excellent condition after a job.
· Performing general admin ( phoning, filling, printing etc.).
· Implementing health and safety rules.
· Looking rooms and the property is secure after the confirmation of the job.

             Core skills.
· Cleaning procedure.
· Cleaning equipment.
· Room maintenance.
· Records management.
· Stock control.
· Housekeeping  service.
· Stuff leadership.
· Health and safety measures.
· Customer service.
         
02.04 2017 t0 29.01.2018
Apprentice Lawyer at Chattogram judge court.
Role:
· To help my senior
· To re-arrange the papers.
· To write some petitions.
· Stay with my senior  in the judge chamber.
· To collect various papers from different aspect.
· To maintain the case list. Etc.


EDUCATOIN:
               BACHELOR OF LAW (LL.B). CGPA: 3.70/4
              International Islamic University Chittagong
             
LANGUAGE PROFICIENCY

Language Skills:
· English (Both Written & Verbal)
· Bengali (Both Written & Verbal).
· Germany ( Something about A1)
Computer Skills:
· Operating System: Windows XP. Windows 7.Windows8.Windows10. Ubuntu.nexus.
· Software:Microsoft Word and Excel , Adobe Photoshop.



PERSONAL INFORMATION
Name				:            MD.  SHAKIR MAHMUD MAHBUB
Father				:	TAJUL ISLAM
Mother				:	CHEMAN ARA BEGUM
Permanent Address		: 	Village- Kazipara, Ward- 03,Matiranga Municipal, Matiranga,
District                                         :            Khagrachari
Contact Number			:            01819649072
E-mail                                           :           shakir.iiuc@gmail.com
Date of Birth			:	02.12.1989
Sex				:	Male
Nationality			:	Bangladeshi (by birth)
Communication Skill
Possess excellent communication skills. Very skillful in presentations and wiring messages between social and digital platforms. Proficient in producing top-notch reports. This is achieved through working in several locations mainly in the position which required extensive collaboration with local and foreign associates, clients. I am a very good listener, I know when to speak and allow others to place their opinions first. I rate myself quite good in non-verbal communications skills including effective eye-contact, smile and focus. I am also confident in interacting with others and don’t hesitate to deliver my opinion in a clear and concise manner. I am open-minded, respect other’s opinions and their flexible zone of communication. I understand empathy, to put myself in other’s shoes, to think before I speak or act and never forget to smile.






_____________________
Signature



