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	Objective
	To build a career enriched with the capability to adapt different organizational cultures or environments through the knowledge I have gained in my educational life and with my honesty, punctuality and effective communication skills as well. 

	Educational Qualification:

Experience 

Skills and

Capabilities

Others Expertise 
Personal 

Information


	Masters of Social Science (M.S.S)

Subject

   :
Public Administration



University
:
University of Chittagong 

Year of Passing
:
1999
Result 
:
Second Class
Bachelor of Social Science (B.S.S)

Subject               :        Public Administration

University
:
University of Chittagong 

Year of Passing
:
1998

Result 
:
Second class
Higher Secondary Certificate (H.S.C):

Group
:
Humanities

Board
:
Dhaka
Institution
:
Dhaka Residential Model College

Year of Passing
:
1995
Result
:
First Division

Secondary School Certificate (S.S.C):

Group
:
Humanities

Board
:
Rajshahi
Institution
:
Tarash Islamia Pilot High School.

Year of Passing
:
1993
Result
:
First Division
Professional Qualification/ Certification:
1. Post Graduate Diploma of  Human Resource Management (PGDHRM)
Institute: Bangladesh Institute of Management

Duration:1 Year

Session: 2016

Result: Pass. 

2. I have an experience of BNCC-Bangladesh National Cadet Core 

University : University of Chittagong

Rank         : Corporal.

Branch     : Defense Army

3. Certification from WRAP

Subject: 2015 Changes in WRAP program and Bangladesh Labor Laws.

Organization: Accordia Global Compliance Group.   

4. Certificate of Participation
Subject: Effective Work Place Cooperation

Organization: BGMEA and ILO.

5. Certificate of Attendance

Subject: Essential of Occupational Safety and Health.(EOSH)

Organization: BGMEA and ILO.

Extra Activates:
I am regular participator by conducted BGMEA Various types of Training and Development Program.

 Cholonbeel Bartha (Monthly)

Regular Columnist. 

I am capable for arranging event Management. Especially Various type Cultural Program.
Experiences
Experience-1

: H.R & Compliance Officer




  DANA SWEATER FACTORY

                                      Soildubi,Sultan Market,Kashimpur,Gazipur.

Head Office

: DANA GROUP,Tower Hamlet,Kamal Ataturk

                                      Avenue,Banani,Dhaka.

Duration

: 7th March 2005 to 9th Dec, 2007

Experience-2

: H.R & P.M.I.S Dept. In charge 




  (Personal Management Information System)

                                      Goldtex Garments Ltd,Dhaka EPZ,Savar,Dhaka.

Head Office                : HONG KONG,4TH Floor, Winner Building,Block-D,36

                                     Man YUE  ST  ,Hung Hom,Kowloon,Hong Kong.

Duration
            : 10th Dec. 2007 to February 2009

Experience-3
            : H.R,Admin & Compliance Manager

                                      Kimberly Garments Limited
                                      SouthPanishail,Zirani bazaar,Kashimpur,Gazipur.  

Duration
            : 1st March 2009 to May 2011.

Present Performance:

Present (From 1st June 2011 to till date) I am working as a General Manager of HR, Admin & Compliance in Alif Casual Wear Ltd (Sister concern of Alif Group of Company, Bilkis Tower, Gulsion-2, Dhaka.) 
Factory Address: 69, Vogra, Gazipur Sador, Gazipur.

Job Responsibiilties:

· Factory Management Meeting Minutes 

· Arrange Ethical Training Program

· Program & Policy Develop
· Monitoring an internal Social (COC), Compliance Audit.
· Follow up Proper House Keeping.
· Factory Internal & external all type of corresponding Conduct with to maintain properly.
·  Workers Orientation & awareness program.
· Fire Safety & Evacuation Drill Monitoring.
· Conducting Health & Safety program.
· Discipline & Security.
· Checking the daily manpower attendance record.
· Monitoring & check Record the leave register (Including Maternity)
· Checking the workers and Officers Personal file.
· Responsibilities for handling all benefit and employees Compensation.
· Assists with the management of annual performance evaluation system and workers development.
Knowledge about the Followings:  
· Country Law (Labor)

· Ethical Standard

· Documentation

· Workers Wages & Benefits

· Healthy & Safety

· Environmental Safety

· Workers welfare

· Grievance policy

· Discipline

· Security

· CT-PAT, ETC.
Working Experience/Familiar with the compliance system of following Buyers/Companies. 
· CELIO

· NEXT
· WALMART
· C-TPAT

· C & A

· PVH

· BHS

· LI & FUNG

· BSCI Audit.

· SEDEX Audit.

· WRAP

· ACCORD.

· WCA

· ICS

· OEKOTEX

Capable to work independently and able to work under pressure. Specially Experience in H.R, Administration and personal Management.

Audit Operations: I have knowledge about below audit which has done by me several Factories.    

· BSCI Audit.

· SEDEX Audit.

· WRAP

· ICS

· WCA

ACCORD
· Electric & Fire Safety

· Structural safety
OTHER QUALIFICATION: 

Computer Skill:

· Office Management(MS Word, Excel, Power Point & Email Correspondent)

LANGUAGE PROFICIENCY:
· Bengali: Good command on standard form of written and spoken Bengali.

· English: Good command on standard form of written and spoken English.

HOBBY

· Singing. 
PERSONAL DETAILS:
01.
Father’s Name
:
Md.Nazrul Islam

02.
Mother’s Name
:
Mrs. Rokeya Islam
03.
Date of Birth
:
21st September, 1978.

04.
Nationality 
:
Bangladeshi (By Birth)

05.
Religion 
: 
Islam (Sunni)

07.
Marital Status 
: 
Married

08.
Home District
:
Sirajgonj.

09.
Blood Group
: 
O+ (Possitive)
10.Permanent Address                    : Village –Hamkuria,

                                                           Post Office –Dobila,
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                                              Police Station-Tarash,District-Sirajgonj.

____________
Md.Tipu Sultan

To

The Head of HR & Administration.
Subject: Application for GM/AGM HR, Admin & Compliance.
I would like to present the summary of my qualification and experience for this post in your company. I strongly believe my experience and education will me the ideal candidate for the post.

I have completed my Masters of Social Science (M.S.S) of Public Administration and Bachelor of Social Science (B.S.S) from Chittagong University.

I have working experience as a Sr. HR, Admin & Compliance Manager in Alif Casual Wear Ltd.(Sister concern factory of ALIF GROUP of Company).I worked as a Goldtex Garments Ltd and Kimberly Garments Ltd ( Sister concern factory of South China foreign factory in DEPZ,Savar,Dhaka). Here is a snapshot of what I have done in the past and what I can bring to you.

· Have able to handle the Human Resource department all kinds of Operation smoothly according to Bangladesh labor Law.

· Able to Administrative Job Responsibility maintain in under pressure.

·  Factory or Institution House keeping report follow-up properly.

· Employees Health & Safety Counseling.

· Salary & Compensation making and Distribution properly.  

· Performance appraisal report making.

· Weekly or Monthly arrange meeting & snapshot a minute for step to implement.

· Able to take decision on the spot.

· Program profile making with sincerely. 

· Have sound Knowledge about Report presentation, Job awareness training & Control.

I am confident in what I do and always go above and beyond to satisfy my company order, instruction and Goals in mind. I have proven my throughout my carrier that I can crate new idea appropriate time & action plan from development stage to company achievement. Let me do the same for your Company.

I would greatly appreciate an interview and hope to hear from you soon. Contact information is my resume and the best way to reach me is on my cell phone & email. Thanks for your time and consideration.

Best Regards,
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Md.Tipu Sultan


Note: Expected Salary: 150,000.
House-08, Road-09, Sector-07, Uttara, Dhaka-1230.


Mobile: 01711078415, 01681283239.


E-mail: tipualifgroup@gmail.com,tipu6297@gmail.com








