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NURUL HUDA
+973-35907375
E-Mail:  nurulbh@hotmail.com




CAREER OBJECTIVE: 

Obtain a career-oriented position to develop and utilize my potentials in a conductive environment and face challenges at any position and moment. I’m hardworking and confident. I have the mental strength to face challenges. I believe in my ability and confident to adopt in any kind of situation. I can work well under pressure and in adverse situation. I have good interpersonal skill and ability to motivate people.

To show the best of my knowledge, policies and practices in the areas of marketing, business, management and to be the best in these fields in order to achieve defined goals. 

EDUCATIONAL QUALIFICATION:


BBA (Bachelor of Business Administration) Session: 2011
National University
Puran Bazar Degree College.
Chandpur, Bangladesh.

HSC (higher secondary school certificate) Session: 2007
Monohargonj High School & College. 
Monohargonj, Comilla, Bangladesh

SSC (Secondary school certificate) Session: 2005
Monoharganj High School & College. 
Monoharganj, Comilla, Bangladesh.






PROFESSIONAL WORKING EXPERIENCE:

Present
· ROYAL POINCIANA HOTEL. ( 4 STAR ) 
Job Summary: Work at Front Desk Receptionist Since 1st March 2023.

Responsibilities:
· Greets clients with courtesy and announces their arrival to the necessary departments.
· Handles incoming calls on a multi-line phone system and directs them to the correct staff member while answering general information questions as required.
· Provides administrative support to the executive staff when needed, such as data entry, preparing correspondence and record-keeping.
· Maintains lobby in a neat and organized fashion to ensure that clients are comfortable and feel welcomed.
· Coordinates with the office manager to ensure office supplies are well stocked.

RPH SOFTWARE SKILLS: 	IDS Next.


· BAHRAIN INDIA INTERNATIONAL EXCHANGE CO. (B.S.C)© 
Job Summary: Work at Online Application My BIIECO at (Customer Relationship
Executive) Since February 2023 to 31st February 2023.

Responsibilities: 
· Building long-term relationships with new and existing customers,
· Identifying key customers,
· Overseeing customer data and account management,
· Advising customers on new services or products,
· Identifying new business and liaising with the sales team to generate revenue,
· Developing the customer journey,
· Finding solutions for customer issues.

Job Summary:Work at (Customer Support Executive)  Since January 2022.

	Responsibilities:
· Responding to customer queries in a timely and accurate way, via phone, email or chat.
· Identifying customer needs and helping customers use specific features.

· Analyzing and reporting product malfunctions.
· Identify and assess customers, achieve satisfaction.
· Follow communication procedures, guidelines and policies.

Job Summary: Work at (Branch Supervisor, Manama Branch) Since December 2019 to
December 2021.
	Responsibilities:
· Process cash transactions from clients in national and foreign currencies and provide information on the conditions and exchange rates for buying and selling foreign currencies.
· Developed and managed employee schedules, balancing individual requests and requirements with business needs.
· Assessed expansion plans and presented costs to forecast trends and recommend changes.
· Developed sales strategy to meet established sales objectives.
· Supervised and evaluated staffs, enabling them to improve skills, achieve daily objectives and attain advancement.
· Financial exchange activities, deposits as well as company and voucher payments. Prepare and manage guest accounts and take payments by cash.
· Handling customer complaints, providing appropriate solutions and alternatives within the time limits follow up to ensure resolution.

Job Summary: Work as (Branch Supervisor, Tubli, Isa-Town Branch) Since October 2016-
			December 2019.
Responsibilities:
· Motivated, trained and disciplined employees to meet performance benchmarks.
· Assisted front-line staff with handling difficulties, resolving problems and managing large transactions.
· Oversaw opening and closing of branch and monitored overdrafts, wire transfers, collections and stop payment orders.
· Managed maintenance of facility and grounds.
· Set schedule for tellers and customer service representatives.
· Balance currency, coin, and checks in cash drawers at ends of shifts, and calculate daily transactions. Meet personal/customer service team sales targets and call handling quotas.
· Kept high average of performance evaluations.
· Collaborated with other supervisors to coordinate activities of individual team members and departments.

BIIECO. SOFTWARE SKILLS:
SmartEx, EzRemit, Western Union, Transfast, Xpress Money, Dubai EIIECORemit,Prabhu Money Transfer, BDO, IRemit, SSS Payment Philippines, IPay.


· DALIL EXCHANGE CO. W.L.L. on around 3.4 years.

Job Summary: Work as Telex Transfer Department since November 2014 - July 2016
Responsibilities:
Conducted research, gathered information from multiple sources and presented results.

Received and processed stock into inventory management system.

Reconciliation & Authorize:
Bangladesh : Islami Bank Bangladesh limited - IBBL Online Money Transfer System, 
Nepal : Himalayan Bank – Himal Remit, Everest Bank – Everest Remit.

[bookmark: __DdeLink__322_1147652794]Job Summary: Work as Branch Supervisor-Manama Branch since June 2012 – 
			November 2014.
Responsibilities:
· Making and collecting cash for all kind of transactions such as Telex Transfer and Draft for all categories of banks. (Bangladesh, Pakistan, Indonesia, Egypt, China, USA, Sri-Lanka and Middle East etc.
· Submitting all transactions to Telex Transfer Department for future process.
· Handling Telex Transfers Draft’s complaints of Bangladesh all bank.
· Coordinating with the reconciliation Department.
· Bank corresponding regarding improvement of service as well as developing the dealings with bank.
· Generating all reports and submitting to the Accounts Department. 

DALIL EX. SOFTWARE SKILLS:
Foreign Currency Exchange, Draft (telex transfer), DDT , Xpress money, Instant cash, Tawakal Express, Transfast, IBBL Online Money Transfer System, Himal Remit, Everest Remit, Abu Adel Express (Middle East).

COMPUTER SKILLS:

Accounting Software:  Excel,
Extra-Curricular Training:
MS Office, E-mail through “Outlook Express & Web-mail”, Windows 95 / 98 / XP /win7 /win8 / win 8.1/ win10 & Linux, Dos, Home networking, Hardware, Software.
PC Maintenance, Electrician.
Having confident to Explore new software in short time.

SPECIAL SKILLS:
· Communications Skill, written oral and Listening
· Responsibility and initiative.
· Ability to work in rushed and hectic schedule within the team.
· Time management.
· Work Under Pressure
I promise a sincere and dedicated services, if found me suitable base on the activities, skills and professionalism. I may deserve in your esteemed organization.

PERSONAL DETAILS:

Name of Father			:	SUMSUL HAQUE
Name of Mother		:	NURUN NAHAR
Marital Status			:	Married
Language			:	Bangla, English, Arabic, Hindi, Nepali.
Passport No			:	EG0445096
Passport, Date of Birth		:	15th/November/1984
CPR No			:	841135681
Driving license (Bahrain)	:	841135681

DECLARATION: 

I hereby declare that the above mentioned are true to the best of my knowledge and belief.


Thanking you,							
Yours faithfully
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