BT I

3, e s 72 (43T, S 0 BEA)

ST () I3 | 3w ~ o <4 ,

1 S L . ezt Al =0 ...
QI G/ TR ies fAfsed ... Y ST ... epefirerprereggrossoor T BIE SRI CGHIA BT
mew o] [glel@l2] [0[6[9]9] [210[0]9 ]
T AR TS 27 PIRCS A ‘ — [ECIGERIEEEY
——— L el B R S a1 ¢ (A el - i m%&%ﬂ%
%ﬂ%é@mﬂﬂq_ %ﬂﬂ%%% MME@._.M_NEAM&_ Hﬂdﬂunilﬁd\ﬂé %ﬁ%,iﬂ
. 1, e B | o ot Rael | o WA S«
\..— >
A%, SN X f» (=g, VI3
~> | ®YEAE | TR,

o e 200k [ oty
o oRl | fw 7

\m@?/ @d,vmiuﬁ
amw %)%mw 7 eq
e, Y <PA9,°C

@G S %@wn@%xﬁaﬁaﬁa%a%@a%%ﬂﬁf
31 % GO CFCE FHG] TG DI AT , G 3761 (0 SfaTey 237 |

AF-vooo ATTE/0d/R00



MD. SAIFUR RAHMAN

Address:Vashantech, BRP 3, Dhaka cant. Dhaka-1206,
Mobile No 1: 01537515288

Mobile No 2:01738686503

e-mail: srrahman1206@gmail.com

Career Objective:

Aspiring for a challenging and growth oriented career in an esteemed organization wherein I will prove to
the best of my ability in achieving the objective of the organization.

Career Summary:

Have working knowledge on Microsoft Word, Excel, Power point, Windows 98, XP & vista, Tally software
and good command at internet and able to operate different type of software. I am Expert Graphics Designer
by Photoshop and Illustrator Software. I am good at English proficiency. I think, I have got carried enough

accounting knowledge which help me to solve different types of professional problems.
Academic Qualification:

Exam Title Concentration/Major,  Institute Result Pass; Yea Duration, Achievement
Master of Business National Second Class
: A ' : . ’ Good
Studies (MBS) ccounting University | Marks :58% 2013 : 00
: National Second Class
B.BS H g : ) ’ 4
onors Accounting Usiedtsity | Matks :52% 2012 Good
Sonahat
HSC Business Studies College, CGPA:3.9 2008 2 Good
; out of 5
Bhurungamari
. : Sonahat CGPA:3.19
SSC Business Studies Fili Sehsol out of 5 2006 2 Good
Training Summary:
Training Title Topic Institute Country Location | Year | Duration
IT & Comp
uter Proshik P — -
Basic Computer | MS Office, Internet, E-mail | khan Acade Bangladesh | , Kurigra | 2008 6 Months
Course Ete. my, Nagesw -
ari, Kurigra
m
Certificates Prepare Cash book to Income Tax | Bangladesh | Nijum 2021 5 Day’s
Course On General Ledger & Trail & Vat Law Vila,
Practical Balance Firm House:
Accounting With | Adjustment Journal 64/j/9, R
Bank Reconciliation K Mission
| Statement




Personal Tax
Returns

Prepare Cash Flow
Statement

Road,
Dhaka

Depreciation charge of
Assets.

Accounting Rules Norms
and Requirements

Draft Guideline on
Preparation of voucher
Procurement procedure
Prepare to Financial
position (Profit and loss
account, Statement Of
Changes In Shareholders’
Equity, Statement Of
Financial Position, Notes To
The Financial Statements)
Audit report analysis
Auditor Findings &
Recommendation

TDS & VDS

“Career and Application Information:

Looking For : Mid-Level Job.

Available For : Full Time.

Preferred Job Category : Bank/Non-Bank Fin. Institution.
Preferred District : Anywhere in Bangladesh

Specialization:

Fields of Specialization

e Accounts and Finance

Language Proficiency:

Language Reading Writing Speaking

Bangla High High High

English High High Medium

Special Qualification:
Relationship Building, Customer Manager Etc.

Total Year of Experience: 8 Year(s) 01 Month 16 days.

1. Office Assistant Cum Accountant. (January 6, 2019 — December 20, 2020)

Toll Free Help Line For Women and Children in SAARC Member State (Bangladesh)
project, Ministry of Women and Children Affairs, Department: Women Affairs. 37/3 Eskaton
Garden Road, Dhaka-1000.

Duties/Responsibilities:

1. To co-operate with the senior accounting officer in handling all matters relating to finance.




2. Prepare monthly, quarterly annual financial reports.

3. Assist the Accounts Officer in verifying the financial balance of the bill vouchers received from the
various offices of the establishment.

4. To send the salary allowance withdrawn from the AGB office to everyone's bank.

5. Assist the Accounting Officer in handling financial transactions and bank matters.
6. To co-operate in the financial affairs of the organization.

7. Save Petty Cashbook.

&. Other duties as directed by the higher authority.

9. To co-operate with the senior accounting officer in conducting the audit activities.

10. Ensure proper maintenance of all accounts.

11. Coordinate expenses with monthly bank reconciliation .

12. Ensuring that bill vouchers are made accurately.

2. Accountant (February 1, 2015 - June 3, 2018)

Sumtech IT Institute

Company Location: 72 Mohakhali, Wirless Gate, Mohakhali, Dhaka-1212

Department: Department of IT.

Duties/Responsibilities:

1.To co-operate with the senior accounting officer in handling all matters relating to finance.2.Prepare
monthly, quarterly annual financial reports. 3. Assist the Accounts Officer in verifying the financial balance
of the bill vouchers received from the various offices of the establishment. 4. Assist the Accounting Officer
in handling financial transactions and bank matters. 5. To co-operate in the financial affairs of the
- organization. 6. Save Petty Cashbook. 7. Other duties as directed by the higher authority. 8. To co-operate
with the senior accounting officer in conducting the audit activities. 9. Ensure proper maintenance of all
accounts. 10. Ensuring that bill vouchers are made accurately.

3. Field Officer (January 1, 2012 - December 31, 2014)

Sandhan, Noen- Gevernment Organization.

Company Location: Khalilgonj Bazar, Kurigram-5600, Bangladesh.

Department: V.G.D Card and Maternity allowance Department

Duties/Responsibilities:

{.Distribution of maternity allowance.

2. V. G. D card distribution.

3. Submission of report to the Executive Director.

4. Finding out the poor people.

Computer skills:

e Operating systems- Windows 9x, Windows 2000, Windows XP
e Handel the customize systematic software like accounting, MIS & HR

» Microsoft Word, Microsoft Excel, Power point.

Personal Details:

Father's Name : MD. MESER ALI

Mother's Name : MOST. DHANFUL BEGUM
Date of Birth : January 11, 1989

Gender : Male

Marital Status : Married

Nationality : Bangladeshi

National ID No. : 4910628437999



Religion
Permanent Address
Current Location

Reference (s):

Name
Organization

Designation
Address

Phone (Oft.)
Phone (Res.)

Signature
( —

Md.Saiful‘Ra};man

: Islam
- OliBari,Sonbandha Khalisha Kuri,Baldia, Bhurungamari, Kurigram.
: Dhaka.

Reference: 01

: RokelaKhatun
: Dutch Bangla Bank.
. Junior Officer.

: 315/B,3rd Floor, Shahid Tajudd

in Sarani PS, Dhaka-1208.
01758227424

Reference: 02
Md. AsrafulAlom
Dhaka Cantonment.
Office Assistant.

Vashantech, BRP 3, Dhaka Cant.120
6, Mirpur TSO, Mirpur, Dhaka- 120
6.

01301376954
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