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Self Assessment


· To pursue a more challenging job in a dynamic and esteemed organization where I will try my level best to be able to work in any kind of situation with full efforts to utilize my knowledge, skill and experience for professional career development. Sincerity, integrity and discipline are the areas where I never compromise. 
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Employment History:
1. Officer (31st  May 2015 – Till Now)
Organization Name: Company Limited
Department: IT Department
Duties / Responsibilities :
1. Plan, implement, install, operate and maintain systems hardware, software applications and Information Technology infrastructure. 
2. Provide hardware and software engineering support for Information Systems utilizing. 
3. Perform phone conversation with branches to answer their questions, provide information and advise them. 
4. Handle special requests and complaints of employees 
5. Collect and store useful data within our back end system 
6. Ensure follow up through emails, phone or any required means. 
7. Like to remain updated with information and technology 
8. Oversee the testing and monitoring of applications and systems performance. 
9. Support staff and end user with software programming problems. 
10. Install and implement new programs, modules, hardware, and network equipment when necessary to upgrade or increase compatibility. 
11. Manage the repair and maintenance of computer and office equipment etc. 
2. Senior Officer (1st March 2010 – 31th May 2013)
Organization Name: ICL Group LTD.
Organization Location: 60/E/1, Dewan Complex (4th Floor) , Purana Paltan, Dhaka - 1000.
Designation: Senior Officer.
Duties / Responsibilities :
1.
Responsible for administration of office facility management.
2.
Maintain the leave management system and update Human Resources Information System (HRIS).
3.
Procurement and management of office supplies.
4.
Manage the filing, storage and security of office documents.
5.
Manage the repair and maintenance of computer and office equipment.
6.
Provide all HR related support to the Manager, HR including payroll, recruitment, salary, benefit etc.
7.
Maintain & update personal files and all other documents of the employees.
.
8. Conduct Employees Performance Appraisal, Disciplinary procedures, Event Management etc. 
9. Perform any other responsibilities assigned by the management. 
3. Computer Officer ( 17th February 2007 – 30th June 2009) 
Organization Name: Bangladesh Association of International Recruiting Agencies (BAIRA) 
Designation : Officer
Department: IT Department.
Duties / Responsibilities :
Responsible for the basic routine maintenance for all computer programs. To be responsible for all of the activities of computer section. To entry and analyze of the overall program like all unit office necessary visit to process different official letters in computer.
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Special Qualification:
1. Able to work individually and in group 
2. Able to work under stress 
3. Communicative and friendly 
4. Enthusiastic, determinants, diligent and self-confident 
5. Take responsibility and drive all activities related to Customer Relationship 
6. Coordinate information to customers browsing our websites during store discovery, order and checkout. Including after sales support. 
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Educational Qualification :
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Bachelor of Science in Computer Science & Engineering
	Result
	:
	CGPA 3.45 Out of 4.00

	Passing year
	:
	2006

	Department
	:
	Computer Science & Engineering (CSE)

	University
	:
	IBAIS University (IBAIS U)
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Higher Secondary Certificate (H.S.C)
	Result
	:
	2nd Division

	Passing year
	:
	2000

	Group
	:
	Science

	Institute Name
	:
	Tejgaon College

	Board
	:
	Dhaka



Secondary School Certificate (S.S.C)
	Result
	:
	1st Division

	Passing year
	:
	1998

	Group
	:
	Science

	Institute Name
	:
	Badshah Faisal Institute

	Board
	:
	Dhaka



Computer knowledge
Operating system - Windows 98, Windows 2000, Windows XP, Windows 2007 etc. Application system- Microsoft office, Microsoft Access, Microsoft Excel, Power Point etc. Software Language - Visual Basic, C Program, Basic Java, etc.
Computer Networking, Computer Assembling (A+) etc.
E-mail & Internet Browsing   :   Good.
Language Proficiency:
	Language
	Reading
	Writing
	Speaking
	

	
	
	
	
	

	
	
	
	
	

	Bangla
	High
	High
	High
	

	
	
	
	
	

	English
	Medium
	Medium
	Medium
	

	
	
	
	
	



PERSONAL DETAILS:
	
	Date of Birth
	:  01-01-1982.

	
	Marital Status
	:  Married.

	
	Sex
	:  Male.
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