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	Career Objective:

	Intend to work in a challenging and competitive environment where sense of responsibility and commitment is required, where dignity of work provides job satisfaction and the place of work provides potential avenues for learning, growing and achievement.


	Career Summary:

	Checking & maintaining Companies Books of Accounts including but not limited to, checking ledger, cashbook, register for advances, Bank book, etc. checking bills and vouchers for accuracy controlling administrative and other official expenses in accordance with company guidelines and procedures comparing income & expenditure, checking, & verifying that individual departments monthly statements are correct and do not contain wrong entries. L/C documents related works. Credit related/ recovery works etc.  


	Special Qualification:

	Pro.Qua.: Completed Chartered Accountant course from M.J.A bedin & Co. Chartered Accountants firm under ICAB, Dhaka.
BWCB: Building World Class Brand Completed from Starwood Inc.USA under The Westin Dhaka, Hotel & Resorts. 


	Employment History:

	Total Year of Experience : 14.8 Year(s) 

	1.
	Asst.Manager-Credit & Recovery ( October 01, 2013 - Continuing)

	 
	Bopil (A Sister Concern of Oasis Int.USA) 
Company Location : Kawran bazar.Dhaka-1215 
Department: Finance 
Duties/Responsibilities: 
Order taking/approval from all over Bangladesh.
Make invoice and approval of sale after due balance checking.
RSM/AM/BM/SO monitoring for collections and deposit.
System checking for all parties outstanding and reporting to Management.
Long times dues parties reminder letter issue and recover by sales team.
Monthly visit all over Bangladesh and meeting with teams to solve problem and collection status discuss. Branch office in Bangladesh visit for stock and expenses verify. Control Credit from Head office and take proper action to recover due balance through RSM, AM & BM.
Report to Management every week and discuss ABP. 
Cooperate accounts team in multi purposes. Also sales department works. All sales from beginning to recover to monitor. Other works as per Management requirement. 

	2.
	Accounts Receivable ( December 17, 2012 - August 31, 2013)

	 
	Bellagio (A Sister Concern of Galaxy Bangladesh) 
Company Location : House # 4C Road # 71 Gulshan Ave.Gulshan-2.Dhaka 
Department: Accounts & Finance 
Duties/Responsibilities: 
All credit sales / credit card sale record, reconcile, aging balance, Bill process, Follow up and collection. Also keep track all credit card sale with banks and collect payment from bank and reconcile. Reporting to Management regularly. Etc 

	3.
	Sr.Credit Collection Executive. ( May 15, 2007 - October 18, 2012)

	 
	The Westin Dhaka (Starwood Hotel & Resorts Inc) 
Company Location : Gulshan Main Ave,Plot #01 CWN-B,Road#45,Gulshan-2. 
Department: Finance 
Duties/Responsibilities: 
All kinds of credit bills related work upto recover the outstanding.Guest bills checking,supporting documents checking,charge letter check,amount check etc and delivery.Follow up the status of payments and receive the amount and post it to system.Time to time checking the companies status and take care of those outstandings.Reporting to Management.
Credit Meeting arrange in every month with Management.ETC 

	4.
	Asst.Manager -Accounts & Finance ( June 01, 2005 - February 28, 2007)

	 
	National Television Ltd.(RTV) 
Company Location : BSEC Bhaban(5th Flr),102 Kazi Nazrul Islam Avenue. 
Department: Accounts & Finance 
Duties/Responsibilities: 
Books of accounts, Cash/Bank transaction, L/C works / Bank related work, Production related work, Program related Budget etc maintain, Prepare & report to Management. 

	5.
	Audit & Inspection Officer ( October 01, 2001 - March 31, 2005)

	 
	Bangladesh Export Limited 
Company Location: A.R.Tower.Banani C/a,Dhaka. 
Department: Accounts & Audit 
Duties/Responsibilities: 
Checking books of Accounts. Related bills and vouchers. Expense control report. All expenses checking. Report to Management for all department works.ETC. 

	6.
	Executive,Accounts & Sales ( May 22, 1999 - August 29, 2001)

	 
	FV Bangladesh (FVI,Germany) 
Company Location : New DOHS,Mohakhali,Dhaka 
Department: Accounts 
Duties/Responsibilities: 
Maintain all books of accounts.Sales Statement prepare.Invoice prepare.Work with sales team,etc 


	Academic Qualification:

	Exam Title
Concentration/Major
Institute
Result
Pas.Year
Duration
B.COM   

Accounting   

National University   

Second Class   

1993   

1991-1993   

HSC   

Commerce   

Dhaka College   

First Division   

1991   

1989-1991   

SSC   

Commerce   

Dhanmondi Govt Boys High School   

Second Division   

1989   

1989   




	Training Summary:

	Training Title
Topic
Institute
Country
Location
Year
Duration
Opera Hotel Management Software   

Daily Hotel Transaction   

Micros India Ltd.   

India   

Dhaka   

2007   

2 months   

Accounting Software Tally 7.72   

Tally ERP.9   

Stm   

Bangladesh   

Dhaka   

2006   

1 month   




	Professional Qualification:

	Certification
Institute
Location
From
To
Chartered Accountants Course Completed   

M.J.Abedin & Co. C.A. firm under ICAB,Dhaka   

Dhaka   

October 01, 1995   

March 01, 1999   




	Career and Application Information:

	Looking For

:

Mid Level Job 

Available For

:

Full Time 

Present Salary

:

Tk. 35000

Expected Salary

:

Tk. 45000

Preferred Job Category

:

Accounting/Finance, NGO/Development 

Preferred District 

:

Dhaka, Sylhet , Chittagong, Cox's Bazar,
Preferred Organization Types

:

Banks, Telecommunication, NGOs, Multinational Companies, Media/Public Relation Companies, Embassies/Foreign Consulate, Hotels/Resorts, Restaurants, Airline/GSA, Group of Companies. 




	Language Proficiency:

	Language
Reading
Writing
Speaking
Bangla 

High 

High 

High 

English 

High 

High 

High 




	Personal Details :

	Father's Name 

:

Late S.I.Khan 

Mother's Name 

:

Mrs.S.Nahar Khan 

Date of Birth

:

June 24, 1974 

Gender

:

Male 

Marital Status 

:

Married 

Nationality

:

Bangladeshi 

Religion

:

Islam 

Permanent Address

:

House #78,Road # 7/A, Dhanmondi R/A, Dhaka. Bangladesh. 

Current Location

:

Dhaka 




	Reference (s):

	 

 

Reference: 01
Reference: 02
Name 

:

Md.Jainul Abedin FCA   

Mr.Sarwar Alam Chowdhury 

Organization

:

M.J.Abedin & Co.C.A Firm   

Bellagio Ltd(A sister concern of Galaxy Group) 

Designation

:

Partner   

Asst.Finance controller 

Address

:

Noor Tower,Hatirpool.Dhaka.   

Gulshan Main Avenue.Gulshan-2 Dhaka 

Phone (Off.) 

:

  

01730333334 

Phone (Res.) 

:

  

Mobile

:

  

01730333334 

E-Mail

:

  

Relation

:

Professional   

Professional 

 

 




