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&'{{}. f$At{,' Lrffi gt &FIMAN

Address:Vashantech, BRP 3, Dhaka cant. Dhaka-1206.
Mobile No 1: 01537515288
Mobile No 2:01 738686503
e-mail: :,m;iti*liintr?{,}{r,?) t;nl
Career Obiective:
Aspiring for a challengrng and growth oriented carecr in an esteemed organization wherein I
the best of rny ability in achieving the objective of the organization.

will prove to

qerggrlgl,-"ry_
Horr. *o.kit g k o*l"dge on Microsoft Word, Excel, Power point, Windows 98, Xp & vista, Tally software
and cood command at intemet and able to opcratc different typc of software. I arn Experl Graphics Designer
by Photoshop and Illustrator Software . I am good at English proficiency. I think, I have got carried enough
accounting klowledge which hclp me to solvc different types of profbssional problems.
Aca c Ouali

I Str-rdies (MBS) 
i, , ,,1,

B.B.S Honors

; University
1 -*-, ................................"... " .."....".-..

National
University

Second Class,

Marks:58%

Concentration/Majo Institute Result

Accounting I National
I

Pass. Yea
r

20t3

Duratio

1

4Accounting Second Class,
Marks:52Yo

2012

CGPA:3.9
out of 5

CGPA:3.
out of 5

SSC

Training Summarv:

Trainine Title Topic Institute Country Location Year Duration

Basic Computer
Course

MS Off,rce, Intemet, E-mail
Etc.

IT & Comp
uter Proshik
khan Acade
my, Nagesw
ari, Kurigra

m

Bangladesh
Nageswari

, Kurigra
m

2008 6 Months

Certificates
Course On
Practical
Accounting With

Prepare Cash book to
General Ledger & Trail
Balance
Adjustment Journal
Bank Reconciliation
$tatement

lncome Tax
& Vat Law
Firm

Bangladesh Nijum
Vila,
House:
64/j/9, R
K Mission

202r 5 Day's

,,.l**ff'*

t:

Exam Title Achievement

Good

Good

HSC Business Studies
Sonahat

College,
Bhurungamari

2008 2 Good

Business Studies
Sonahat

High School
2006 2 Good



Personal Tax
Retums

Prepare Cash Flow
$tatement
Depreciation charge of
Assets.
Accounting Rules Norms
and Requirements
Draft Guideline on
Preparation of voucher
Frocurement prncedure
Prepare to Financial
position (Profit and loss
account, Statement 0f
Changes ln Shareholders'
Equity, Statement Of
Financial Position, Notes To
The Financiai Statements)
Audit report analysis
Auditor Findings &
Recommendation
TDS & VDS

Road,
Dhaka

Career and Application Information:
Looking For
Available For
Preferred Job Category
Preferred District

Specialization:

Mid-Level Job.

Full Time.
Bank/Non-B ank Fin. Institution.
Anyr;vhere in Bangladesh

Fields of Specialization :i
I

It"*-
IL* ^"*

Accounts and Finance

Language

Bangla

English

Reading

High

High Medium

Special Oualification:
Relationship Building, Customer Manager Etc.

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

1. Office Assistant Cum Accountant. (lunuarv 6, 2019 - December 20, 20201

Toll Free Help Line For Women and Children in SAARC Member State (Bangladesh)
project, Ministry of Women and Children Affairs, Department: Women Affairs. 37i3 Eskaton

Garden Road, Dhaka- 1 000.

Duties/Responsibilities :

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

Writing I Speaking



2. Preparc monthly, quarlerly annual financial reports.

-{. 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 aliowance withdrawn from the AGB office to everyone's bank.
5. Assist the Accounting Officer in handling financial transactions and bank matters.

6. 'I'o co-operate in the financial affairs of the organization.
7" Save lJetty Cashbook.
8. Other dulies as directed by the higher authority.
9. To co-operate with the senior accounting officer in conducting the audit activities.
I 0. Ensure proper maintenance of all accounts.
1 1" Coordinate expenses with monthly bank reconciliation .

12. Iinsirring that bill vouchers are made accurately.

Surmte*h {T'Institute
Ccrrnpany' Locati on: 72 Nl ohakhali, Wirless Gate, Mohakhali, Ilhaka-1212
llepartmcut: Department of IT.
# #t i r s/Re $so n sih ilit i e s :
1.T* r:o-operale with the senior accounting officer in handling all matters relating to finance.2.Prepare

mtntirlSr, quarterly amrual financial repofis" 3" Assist the Accounts Offlcer in verifying the financial balance

of rhe bill vuuchers received froni the various offices of the establishrnent. 4. Assist the Accounting Officer
ir: haniiling financjal tratsactions anci bairk matters" 5" To co-operate in the financial affairs of the

rrfardzati+n. 5. Save Petly Cas]rhook. 7" Other duties as directed by the higher authority. 8. 'lo co-operate

witJ: the s*nior accounting of{'icer in conrfucting the audit activitieS. 9. Llnsure proper maintenance of all
acc*unts, 1fi. Ensriring that bill vouchers are macle accurately.

3. Fi*fr{ {}$irer {,{*nu*ry }, }{}12 - l}ecewber 31, 2$14}

$*ridtiart, Flsri* tiavsrnmerrt Organization.
{Jr:rurpanv l,ocatii:n : Idh alilgorrj E}azar, Kuri grarn-S 600, B arrgladesh.

ilep*rtment: V"G"D Card and Maternity allowance Department

S lq{iq,r.{S esJ, q ry,q,{-e-{i{!e..,q1

I "tr)istribrition of' maternity allow'ance.
:. V. {-i. D *aril tlistribution"
ri. Sribmission of report to the Hxecutive IJirector.
4" Finrling out the poor people.

9g!qp4erEl!!i
* Llperal.ing systerris- Winclows 9x, lVindows 2000, Winclows XP

* i{an<ielthe customize systematic scftware like accounting, [,{IS & HR

* Mi*msr;ll. Word, Micrcsa{r Excel, Fower point.

Personal Details:
Father's Name
Mother's Name
Datc of Birth
Gcndcr
Marital Status

Nationality
National ID No.

MD. MESER ALI
MOST. DHANFUL BEGUM
January 11,1989
Male
: Married
: Bangladeshi
:4910628437999



Religion
Permanent Address

Current Location

Reference (s):

Name

Orgtrnization

Designation

Address

Phone (Off.)

Phone (Res.)

Reference: 0L

RokelaKhatun

Dutch Bangla Bank.

Junior Officer.

315/B,3rd Floor, Shahid Tajuddl
in Sarani PS, Dhaka-1208.

0t158227424

: Islam
: OliBan.Sonbandha Khalisha Kuri,Baldia, Bhurungamari, Kurigram'

: Dhaka.

Reference:02

Md. AsrafulAlom
Dhaka Cantonment.

Office Assistant.

Vashantech, BRP 3, Dhaka Cant.l20
6, Mirpur TSO, Mirpur, Dhaka- 120

6.

0t30r3769s4

Date: O|"o 1 ,2*24
Md.SaifuIRahman


