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Career objective: Learning  Hard work with under pressure  Improvement Achieving organizational goal is my career objective.
	Experience:  History 
	[bookmark: _GoBack]		Skill Area 

	
1.- Sr. Executive (HR Admin):
       Golden Harvest Group.
       Duration: (1st July -2018–  Continue)


2.-  Executive (Human Resource):
       Bangladesh Institute of Thyroid 
       Medicine & Imaging Research.
      Duration: (6th Feb 2016-30th June -18)



3.- Senior officer (Admin):
      RDP Group of Companies.
      Duration: (5th Nov 2011-Dec-2015)


	1) To Assist Recruitment & selection process.
2) Monitor employee progress & stay productivity.
3) Manage To hotel, venue and vehicle reservation.
4) Verifying all documents of new joining employees. 
5) To handle employee complaints and resolve conflicts. 
6) Counseling the staffs to ensure maximum productivity.
7) Secretarial service for organizing meeting & Conference. 
8) Conducting various types of training, interview & HR Events.  
9) CV Bank Management based on identified various positions.
10) To look after PF, Keep & recordings staff insurance in due time.
11) Publish advertisement to newspaper, job portals & social media
12) Manage  all kinds of ID card, SIM Card & visiting card for employee
13) Manage of all national internationals tickets like air, bus, train etc.
14) Payroll management with ta, da, off day, overtime bill checking
15) Documentation of Staffing, Training, Performance & Evaluation. 
16) Strong monitor of employee movement by GP mobile tracers
17) Support to performance & Promotion checks, short listing.
18) Maintenance of vehicle spear parts store ERP & Physically
19) Vehicle maintenance & Checking log books daily with KPL.
20) Co-ordinate of all office facilities, supplies & equipment. 
21) Total official Security system management with CCTV.
22) Prepared monthly attendance, leave & absent report.
23) Update employee HRIS records & Maintenance.
24) To Control employee late attendance & absents.


· Computer Knowledge:
· Bangla English smoothly typing.
· Internet Browsing, Confident Emailing.
· Advanced in MS Word, Excel, and Power point.
· Operating Payroll management Software Tally Erp-9
· I have a Confident operating any other ERP software by short time.

· Educational Qualification 
	Name Of  Degree
	Subject
	Institute / Board
	Academic Year
	Result

	P.G.D
	HRM
	Bangladesh Institute of Management
	2018
	3.38 out of 4

	L.L.B
	Law
	Dhaka Law College
	2016
	2nd Class

	M.B.S
	Management
	National University
	2008
	2nd Class

	B. Com (H)
	Management
	National University
	2006
	2nd Class

	H.S.C
	Humanities
	Rajshahi Education Board 
	2002
	2nd Division

	S.S.C
	Humanities
	Rajshahi Education Board
	2000
	2nd Division


· Training History:
	Training Title
	Topic
	Institute 
	Year
	Duration

	Key Performance Indicator
	KPI Based Performance Management System
	
Career Hub, Banani, Dhaka.
	
2019
	
Daylong

	ISO Quality
Management -2015
	International Standard
Organization  Quality
Management
	Compliance family, Uttara, Dhaka.
	2019
	
Daylong

	Industrial 
Management & Compliance  
	Industrial Production Manage-ment, Inventory Management,
 Productivity, Control of
 Environment Pollution, Total
Quality management, 
Compliance Audit. Industrial 
Relation & Labor Welfare,  
	Small & Cottage Industrial Training 
Institute  
	2018
	One
 Week

	B.L.L-2006
	Bangladesh labour law-2006
Bangladesh Labour Rulls-2015
	Bangladesh HR Admin
Compliance & Welfare Society, Dhaka
	2018
	
Daylong

	Human Resource Management
	HR Planning, Job analysis, Conflict Management, Grievance Handling
	Small & Cottage Industrial Training Institute, Uttara, Dhaka.
	
2016
	
One Week

	Tally ERP- 9
	Accounting 7 Payroll
Management Software
	Institute of Diploma Engineers
Bangladesh. Kakrail, Dhaka.
	2011
	3 Month 

	Basic Computer 
course 
	Microsoft Office Program, 
Internet & E-mail  
	National Youth Development Training
Center, Nstore.
	2007
	6 Month



· Extra-Curricular Activity: 
1. General Member BSHRM.
2. General Member BFMCGHR.
3. "Chair" in class PGD in HRM BIM EV02-2018.
4. Worked as a Team Leader HRM Training Session- January- 2017.
5. Worked as a Team Leader Industrial Management Training Session June-2018.

· Personal Details:
Date of Birth	        	: January 3, 1984
Gender              		: Male
Marital Status	           	: Married
Nationality & ID No         : Bangladeshi (19846926303350629)
Religion	            		: Islam
Permanent Address	: Vill. Shekpara Post: Sonapur Pst: Bagatipara Dist: Natore.

Reference:
	Reference (1) Academic 
	
	Reference (2) Professional 

	Name
	: Prof.Dr.Md. Mamunur Rashid  
	
	Name
	: Md. Raoshon Ali Bulbul

	Role play
	: Senior Management Counsellor  
	
	Role play
	: Asst. Director T & D (HR)

	Organization
	: Bangladesh Institute of Management 
	
	Organization
	: Walton Group 

	Address
	: BIM, Sobhanbag, Dhanmondi, Dhaka.
	
	Address
	: EC & Fellow Member (BSHRM)

	Mobile
	: +8801712700412  
	
	Mobile
	: +880 1686693338800

	Email
	: mamun7824@gmail.com 
	
	Email
	: bulbul8777@waltonbd.com.




[image: ]I am Declare that this resume & qualifications true as best of my knowledge.
                                                                                     
                                                                                                                                            MD. ABU RAYHAN
image4.png




image5.jpeg




image1.jpeg
3
9





image2.jpeg




image3.jpeg




