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Nationality

Date of Birth

Marital Status

Phone Number

Email



: Bangladeshi

: 01st December 1994

: Married

: +971504753686
: mohd-404146@2freemail.com 
SUMMARY

Technologically savvy and goal oriented Administrative Officer. Driven and motivated to help organization thrive. Skilled in prioritizing and completing tasks independently. Extensive experience with ERP, Microsoft Office and QuickBooks.

EDUCATION

· Year of Exam Degree 2014 : Islamic University, Kushtia - Jhenaidah
· Subject : Bechelor of Theology and Islamic Studies
❖Year of Exam HSC 2011 : Gondamara A.B.S. Fazil Madrasah

· Subject : Social Science and Islamic Studies
❖Year of Exam SSC 2009 : Gondamara A.B.S. Fadil Madrasah

· Subject : Social Science and Islamic Studies
EXPERIENCE JAN 2017 – FEB 2019

OFFICE ADMINISTRATIVE, MARAFIE KUWAITIA GENERAL TRADING & CON.CO.W.LL

· Responsible for planning, developing and implementing supervising strategies.
· Residency renewal is responsible.
· Data entry.
EXPERIENCE FEB 2019 – FEB 2020

S.V OVERSEERS MORTUARY, AL-AHMADI HOSPITAL KUWAIT – KOC (CON. BY MARAFI)

· Facilitates information flow and action with coordinators.
· Directed overall communications planning and messaging.
· Responsible for day to day workloads.
EXPERIENCE FEB 2021-AUG 2022

OFFICE ADMINISTRATIVE, DAWAR AL KHAN A/C UNITS FIX.CONT (SHARJAH ,AL ROLLA)

❖Directed overall communications planning and messaging.

❖Facilitates information flow and action with coordinators.

❖Responsible for Timesheet, Invoice.

❖Cheque  deposit, Bank salary.

· Data entry.
LANGUAGE

· English

· Arabic

· Hindi

SKILLS

· Microsoft Office.

· QuickBooks.

· 10 keys by touch 10.000 kph.

· Hard work with under presser.

· Supervising.

· Typing Arabic & English.

· Team worker.

