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                                                                     KHALED AHMED
Address: House- Shirirchala, Mahona Vabanipur, Gazipur Sador, Gazipur
Mobile No 1: 01722640677 
e-mail: khaledanp36@gmail.com

	
Career Objective
	
To build a career that encounter challenge and creativity.

	
Career Summery 
	
Versatile Administrative Officer who applies exceptional organizational skills while overseeing both smaller and larger administrative teams. Focused on ensuring efficient office operations through effective management methods.


	
Professional Experience

	
I have been working at SP Garments and Washing Ltd, Bager Bazar, Gazipur as Admin Officer from 18 May 2016 to till now.

I have worked at Jaflong Valley Boarding school Project (JVBS), International. Sylhet as Project Officer from March 2015 to April 2016.   


	



Other experience
	EAP (English for Academic Purposes): This is a language course which helps to gain academic knowledge in English. I have completed it from North London College of Business Studies, located at North London in United Kingdom.   
Land Degradation: Complete the course titled as LAND DEGREDATION SITUATION IN BANGLADESH: A study on khadim para union porishad sylhet done by the university authority.
Field Study: I have a field study under anthropology department of SUST on social and economic conditions of employees work in Khulna Shipyard, Bangladesh.  
Motivation: Completed the course titled as MOTIVATION done by the university authority.
Leadership: Completed the course titled as LEADERSHIP AND MANAGEMENT   done by the university authority.

	Labor Law & Other Rules
	
Have good knowledge on Labor law-2006, Labor rules-2015 & others related rules.

	Fire Training 
	I have successfully completed “Fire Fighting, Fire Prevention, Rescue and First Aid Training” from 25/07/16 to 26/07/16 by Fire Service & Civil Defence Directorate.

	

Computer Proficiency
	
Operating Systems- Windows 98, 2000, 2007, 2008 & XP.
Office package- Microsoft word, Access, Excel.
Database Management System (DBMS) and Power Point Presentation.
Internet Browsing and Software Installation.


	

Communication skills
	IELTS: A language course in four branches of English Language. 
Excellent in Speaking and Writing Bangla (Mother Language).
Excellent in Speaking and Writing English.
English language: Completed the course titled as English Language Course (both the written and verbal section) done by the University authority.
Bengali Language: Completed the course titled as Bengali Language Course (both the written and verbal section) done by the University authority.

	



Personal Information
	Father’s Name               	: Fayjur Rahman 
Mother’s Name             	: Rosna Begum  
Mailing Address            	: 10/08, Road- 02, Sobuj Bag R/A, Sylhet Sadar, Sylhet
Permanent Address        	: Vill-Charigram, Po-Atgram, Ps-Zakiganj, Dist-Sylhet
Date of Birth                         : June 04, 1989.
Blood Group                         : ‘O’ (-ve)
Nationality                            : Bangladeshi 
Marital Status                       : Married  

	











Academic Qualification











	Degree 
Subject
Teaching Institution 
Awarding Institution
Duration 
Result
CGPA
Year of passing

	: M.S.S
: Anthropology
:Shahjalal University of Science and Technology(SUST), Sylhet
:Public University
: One Year
: B- 
: 2.98 (Out of 4)
: 2013


	
	Degree 
Subject
Teaching Institution
 Awarding Institution
Duration 
Result
CGPA
Year of passing

	: B.S.S
: Anthropology
:Shahjalal University of Science and Technology(SUST), Sylhet 
:Public University
: Four Year.
: B- 
:2.86 (Out of 4.00)
: 2012


	
	Degree
Board
Group 
Year of passing
Result(G.P.A)

	: Higher Secondary Certificate (H.S.C)
: Sylhet
: Humanities
: 2006
: 4.20 (Out of 5)

	
	Degree
Board
Group 
Year of passing
Result
	: Secondary School Certificate (S.S.C)
: Dhaka
: General
: 2004
: 4.25 (Out of 5)






Course Work:

Completed mentioned obligatory courses below, beside main course, done by the University authority.

· Human Resource Management
· Economics
· Statistics
· English
· Bangla
· Public Administration
· Political Science
· Computer Science
· Social Work
· Sociology
· Research Methodology.

Extra Curricular Activities:
Member    - Shahjalal University Debating Society (SUDS) (2007- 2013)
Member    - SUSTSocial Services Club (2007 -2013)
Member    - Sports, SUST
Member    - Shahjalal University Speakers Club (SUSC) (2007-2013)


                                          
Commitment:

Committed to do hard work and 
Committed to be a Professional
Energetic and innovative manner 

Interest:
 
Reading, Traveling, Organizing, & Friendship. 

Reference:
  
	Prof. Dr. Abdul Awwal Biswas
Dean of Social Science Faculty
 
Shahjalal University of Science &Technology
Sylhet, Bangladesh 
Mob: +880- 01711966412, +880- 01199-302201   
Email: awwal_biswas@yahoo.com  
	Hafiz Ahmed Mazumder, MP
Chairmen

Red Cresent Society
Gulshan, Dhaka
Mob: 01711591277


                                                                                                   
Affirmation:

I consider myself familiar with Administrative aspects. I am also confident of my ability to work in a team. I hereby declare that the information furnished above is true to the best of my knowledge.
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     Signature of Applicant. 
        ( Khaled Ahmed )
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