ASIF UZZAMAN
POST GRADUATE  |  JUNIOR EXECUTIVE – ACCOUNTS
01770016230  |  asifuzzaman.116572@gmail.com  |  249/2, West Mollarteck, Dhaka-1230
CAREER OBJECTIVE
Detail-oriented and motivated postgraduate in Mathematics with practical experience in the Accounts Section of Tottho Apa Project, along with strong computer, numerical and analytical skills. Seeking the position of Junior Executive – Accounts at SM Group to contribute through accurate data handling, documentation, MS Excel, record keeping and day-to-day office support. Eager to develop professional expertise in accounting operations and accounting software while maintaining accuracy, integrity and timely completion of assigned responsibilities.
CORE SKILLS
	Numerical & Analytical Ability
	MS Excel, Word & PowerPoint
	Data Entry & Data Verification

	Accounts Documentation & Record Keeping
	Bills, Vouchers & Supporting Documents
	Office Administration & Coordination

	Report & Statement Preparation
	Accuracy & Attention to Detail
	Time Management & Multitasking

	Problem Solving
	Quick Learning & Adaptability
	Professional Communication


PROFESSIONAL EXPERIENCE
Office Assistant Cum Computer Typist  |  Accounts Section, Tottho Apa Project (2nd Phase)
Jatiyo Mohila Sangstha, Ministry of Women & Children Affairs  |  01 Jan 2025 – Present
• Provide day-to-day administrative and office support to the Accounts Section.
• Prepare, organize and maintain bills, vouchers, supporting documents and official records.
• Perform data entry, checking and verification using Microsoft Excel and Microsoft Word.
• Assist in preparing statements, notes, reports and other official financial/administrative documents.
• Maintain files and records systematically for easy retrieval and reference.
• Check numerical information and supporting documents for accuracy and completeness.
• Assist with routine documentation and coordination related to accounts and office activities.
• Handle multiple assignments with attention to detail and within required deadlines.
Assistant Teacher (Mathematics)  |  Renesa Coaching Center, North Badda, Dhaka-1212
01 Mar 2022 – 24 Dec 2024
• Assisted lead teachers in developing curriculum materials and assessments.
• Applied strong mathematical and analytical skills in academic activities.
• Maintained student records and assessment-related information.
• Developed communication, problem-solving and time-management skills.
Assistant Teacher (Mathematics)  |  Dynamic School & College, North Badda, Dhaka-1212
01 Mar 2020 – 30 Sept 2021
• Supported instructional activities and helped tailor learning for diverse learners.
• Prepared academic materials and assisted in assessment activities.
• Strengthened analytical thinking, communication and organizational skills.
EDUCATIONAL QUALIFICATIONS
Master of Science (M.Sc) in Mathematics — University of Dhaka (Affiliated), Govt. Titumir College, Dhaka
Session: 2022–2023 | Passing Year: 2023 | CGPA: 3.31/4.00
ICT (Optional)
Session: 2022–2023 | Grade: A+
Bachelor of Science (B.Sc) in Mathematics — University of Dhaka (Affiliated), Govt. Titumir College, Dhaka
Session: 2018–2019 | Passing Year: 2022 | CGPA: 3.05/4.00
Higher Secondary Certificate (HSC) — Qadirabad Cantonment Sapper College, Natore | Group: Science
Session: 2016–2017 | Passing Year: 2018 | GPA: 4.75/5.00
Secondary School Certificate (SSC) — Hazir Hat High School, Natore | Group: Science
Session: 2014–2015 | Passing Year: 2016 | GPA: 5.00/5.00
COMPUTER & TECHNICAL SKILLS
• Microsoft Excel – data entry, tables, calculations and basic spreadsheet management
• Microsoft Word – official documents, reports, letters and formatting
• Microsoft PowerPoint – presentation preparation
• Data Entry, Record Keeping and Document Management
• Computer Office Applications
• Basic Accounts Documentation and Voucher Preparation
• Willingness to learn accounting software/ERP systems
TRAINING
Microsoft Office with Basic Skill Master’s Course — Duration: 6 months
National Skill Standard Basic – Computer Office Application (76) — Duration: 6 months
ASSOCIATIONS
• Member, Badhon Blood Donation Organization
• Member, Science Club, GTC
• Member, Math Association, GTC
• Ex-Rover Scout
PERSONAL INFORMATION
Father’s Name: Kafil Uddin
Mother’s Name: Alea Begum
Date of Birth: 30th Dec, 2001
Permanent Address: Vill- Bhabanipur, Post- Kadimchilan, P.S- Lalpur, Dist- Natore
Nationality: Bangladeshi (By birth)
Sex: Male
Religion: Islam
Marital Status: Married
Height: 5’9”
Weight: 70 Kg
Blood Group: AB(+ve)
REFERENCES
Shahnaz Begum Neena — Additional Secretary, Ministry of Women and Children Affairs
+8801720107164 | neenashahnaz@gmail.com | Relation: Aunt
Address: Polash Garden, Road-2, Shamoly, Dhaka-1207
Zamal Uddin — Deputy General Manager, Agrani Bank PLC, Motijheel, Dhaka
+8801556-327741 | zamaluddin.abl@gmail.com | Relation: Uncle
Address: Polash Garden, Road-2, Shamoly, Dhaka-1207
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