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MOHAMMAD NURUL AMIN  

C/O, Mukti Md. Shahidullah, 3, Avoy Das Lane, 7/E, Diganto-3, Tikatuly, Dhaka-1203

         Mobile: 01912022861.

Mobile: 01749108348, 01717216554

Email- namin_sujon@yahoo.com

OBJECTIVE

	
	Seeking a dynamic and challenging position and to prove my self as a sincere and energetic person using my vast experience in VAT & Tax related activities, Commercial activities, Inventory management, distribution, extensive hard working and integrity.


ACADEMIC QUALIFICATION
	
	MASTER OF COMMERCE (M.Com)                                          2004

Obtained the degree of Master’s of Commerce (M.Com) in Accounting  from National University and was placed in Second Class (Final)

BACHELOR OF COMMERCE (B.Com)                           
 1996                 Obtained the degree of Bachelor of Commerce (B.Com) from Dhaka College under National University.

HIGHER SECONDARY CERTIFICATE (HSC)
                         1994

Obtained Second Division in Higher Secondary Certificate Examination under the Board of Intermediate & Secondary Education, Dhaka.

SECONDARY SCHOOL CERTIFICATE (SSC)
                         1992

Obtained First Division in Secondary School Certificate Examination under the Board of Intermediate & Secondary Education, Dhaka.  


CERTIFICATE COURSE:

	Name of Course
	Name of the Organization
	Trainer

	Value Added Tax
	Bdjobs
	Dr. Md. Abdur Rouf

First Secretary (VAT), 

National Board of Revenue

	Income Tax Management
	Bdjobs
	Md. Abdul Latif

Additional commissioner of Taxes

National Board of Revenue


JOB EXPERIENCE:

	Organizations
	Job Details 
	Periods

	Rephco Laboratories Ltd 
	Data Entry Operator 
	May 1998 to April 2002.

	Aristopharma Ltd 
	Distribution Officer 
	July 2002 to August 2003.

	Aristopharma Ltd. 
	Warehouse Officer
	September 2003 to December 2008.

	Aristopharma Ltd. 
	Sr. Warehouse Officer
	 January 2009 to till date.


CURRENT POSITION 

	
	Working as a Senior Warehouse Officer at ARISTOPHARMA LTD. 

Warehouse Division. Since January 2009 to till date.


MAJOR JOB RESPONSIBILITIES 
	
	· VAT Related Works

· Prepare monthly/Quarterly/Yearly requirement of raw / Packaging material as per monthly / quarterly / yearly sales forecast.

· Make all the Purchase order as per requirement. 

· Make available all the Raw / Packaging materials for 

     Smooth production.

· To report to accounts department and providing information to the management.

· Monitor the sample approval from QC for existing items.

· To ensure implementation ISO-9001 – 2000 guideline & cGMP

· To lead the team and manage store operation that includes receipt, transportation, dispatch, inspection and handling, storage etc.

· Prepare fortnightly statement of raw and packaging materials.

· Train subordinates at regular interval and keep records.

· To ensure implementation of cGMP in materials handling and storage

· To identify damaged/expired/QC rejected/unusable stock/store them at designated place and dispose timely as per SOP

· Monitoring and controlling all warehouses related works.

· To ensure that a proper warehousing system is in place e.g. identification of location, keeping the database up to date, ensuring materials are stored at designated place, warehousing equipment’s are maintained properly, proper housekeeping etc.

· To plan optimum use of warehouse storage space and coordinate with procurement, QC, Production and distribution departments to ensure smooth functioning.     

·  Identify unsafe condition or behaviors and promptly report other potentially hazardous situation.

· To check and keep the soft copy and hard copy of the various documents including Inventory reconciliation.

· To update and keep the files of the suppliers and carry out inspection.


PREVIOUS JOB EXPERIENCE 
	
	Worked at REPHCO LABORATORIES LTD as Data Entry Operator in the department of distribution From May 1998 to April 2002. and ARISTOPHARMA LTD as Distribution Officer since July 2002 to August 2003.


MAJOR JOB RESPONSIBILITIES AT REPHCO LABORATORIES LTD AS DATA ENTRY OPERATOR AND ARISTOPHARMA LTD AS DISTRIBUTION OFFICER.

	
	· Receiving and processing of order and ensure invoicing 

· Ensure in time dispatch of medicine to the respective markets 

· Optimum utilization of ADO, SR and Driver.

· Ensure in time collection through remittance of collected money to Head Office / Cash Section 

· Security of Depots including Seal-gala of lock and Safety of Key 

· Monthly route plans or designs the monthly deliver schedule. 

· Maintain expenditure.

· Check the delivery report of SR on regular Basis.

· Maintain order receiving register specially of adjoining markets 

· To keep right products in right places. 

· Make return statement and find out the reason of high return rate.

· In addition to that will have to perform jobs being assigned by the receptive authority as and when required.

· To check invoice list on regular basis. 

· Maintain daily attendance register and to be sent to Head Office within 5th of Current month. 

· To look after Store and also has to work as a Computer operator for Invoicing section.


COMPUTER SKILL

	
	Efficiency in using various Computer software such as –

· Inventory Control system (An internally developed inventory Software): that produces the following reports as required:

· Goods Receiving Note against purchase order documents.

· Passed Materials issuing as per FIFO/FEFO.

· Monthly materials Requirement as per monthly production schedule.

· Finished Goods received Report.

· Finished Goods dispatch Report as per FIFO.

· Report for Quality Control Department about Re-Test/Expired/Short shelf life materials related information. 

· Report about handling loss and surplus materials related information.

·  Report of Raw, Packaging and Finished Goods Stock Position.

·  Report about consumed materials as per each manufacturer’s batch or lot.

·  Report yearly Consumed and Required materials as per yearly production schedule.    

· Proficient and using personal computer skills in such programs as Microsoft Windows 98, XP, and Microsoft word, Excel FoxPro 2.6 etc.

· Create and distribute a variety of report using excel including internal/external corresponds, procedure manual and presentation.     

· Software installation and hardware maintenance related work.


SELF-APPRAISAL

	
	   (  Ability to cope up with different situation.
 ( Very good in temperament and like to take challenges.

 ( Capable of learning quickly the necessary details of works.

 ( Good communication skills.

 ( Co-operative & Innovative.


PERSONAL DETAIL
	
	Father’s Name 
: Mohammad Mohabbat Ali Hawlader

Mother’s Name            : Fatema Begum.

Date of Birth

: 01-02-1978

Nationality

: Bangladeshi by Birth.

Marital Status

: Married. 


PERMANENT ADDRESS
	
	Village & Post             : Charpadma

Thana                           : Muladi

District 

: Barishal


Signature ..........................……….....


     (Mohammad Nurul Amin)
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