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CURRICULUM VITAE OF...........

Mohsena Khanom Munna

ACCA Professional Level Student

Mailing Address:  C/O: A.K.M Harun-Ur-Rashid                


House # 1/5, Flat # C, Road # 1, Shamoli,

Dhaka, Bangladesh -1207.

E-mail: duronto87@gmail.com, mohsenamunna@accamail.com

Mobile: (0088) 01552 425 947, (0088) 01912 312 621
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Career Objective
An ACCA Professional Level student  with CAT and experienced both in financial and management accounting within an Accountancy Practice, who strives to use the acquired skills and experience in all areas of intense competitive business environment.
Profile:

To work in an organization where I can develop my skills& help the organization achieve its goal by using the following personal qualities…

· To secure a challenging position where I can effectively contribute my skills that offer professional growth.

· High personal integrity, with a positive attitude, extremely reliable in meeting objectives.
· Good team player as well as able to work independently with excellent interpersonal and communication skills, experienced in dealing with people at all levels.

· Strong planning, organizing and monitoring abilities in internal control and an efficient time manager.

Areas of Expertise:
	· Financial and strategic planning

· General Ledger Accounting

· Cash flow management and modeling

· P&L management
	· Auditing and compliance Procedures

· Budget development and management

· Team work and Project Leadership

· Operating and working capital


PROFESSIONAL EXPERIENCE:

Jan 2013 – continuing

BDCOM Online Ltd (An ISP Company)

Asst. Manager, Revenue Management

Reporting to:  Managing Director & Finance Director

Responsibilities:  

· Oversee Revenue Streams Analysis and the Order-to-Cash Lifecycle

· Calculate, validate and generate invoices and Provide documentation of all Disbursement procedures

· Follow up on exceptions with both invoicing and daily transactions

· Bill Collections & Accounting 

· Settlement & entry General Ledger (G/L) 

· Revenue Assurance-related KPI development and tracking

· Different types of Fraud (Internal, 3rd Party, Network, Subscription, Payment, others)

· Issue transaction requests for customer sites in a timely manner and follow up to ensure completion

· Perform revenue assurance checks on meter data or estimate data prior to invoicing

· Liaise with corporate clients and respond to billing inquiries

· Maintain up-to-date documentation for operations processes

· Resolving Request-pending complaints of customer

· Deletion of faulty contracts generated due to network fluctuation

· Handling miscellaneous complaints of corporate clients and Field Operators’ problem escalation.

· Ensure new activation and deactivation of clients.

· Permanent liaise with all involved departments concerning outstanding amounts and invoicing issues. 

· Recommend changes to improve performance. Establish internal and monitor internal controls to ensure optimal level of employee productivity.

· Perform various duties as needed to successfully fulfill the function of the position.

Dec 2011 – Jan 2013

Tech Valley Networks Ltd. (An IT Company)
Sr. Executive, Finance& Accounts
Reporting to:  Head of Finance & Accounts and Head of PMO
Responsibilities:   

· Preparation of monthly management report including performance analysis.

· Cooperate in preparing management reports on department wise activity analysis and so on. 

· In depth business analysis – Technical specialty wise, service specialty wise consultant wise.

· Coordination and preparation of cash budget & projections. 

· Preparation of departmental profitability, service costing, cost and revenue analysis.

· Checking justification of procurement proposal.
· Verifying the comparative quotations and justification. 

· Weekly Revenue, collection and Collection & Deposit reconciliation reporting to senior Management.

· Preparation of financial statement Trial Balance, Income Statement and Balance Sheet.
· Preparation of Receive & Payment Accounts.

· Designs, prepares, and maintains spreadsheets using basic mathematical calculations
· Checking invoices and bills received and gaining approval.

· Prepare Payment Voucher, Cheque and maintain day to day banking and fund management.

· Keep records of all transactions and prepare daily relevant journals and input into Accounting Software.

July 2009 – Dec 2011

Chartered University College (Gold Approved Professional Trainer)





Faculty Member (FIA, CAT & ACCA)







Reporting to: Chairman & Course Co-ordinator.
Responsibilities:   

· Preparation of Training program and modules.
· Conducting Training on Financial Accounting, Management Accounting & Auditing.

· Establish and maintain good working relationship with Local and International Educational body.

· Organize national/international workshops/seminars/conferences.

· Undertake institution building activities.

· Shoulder academic administrative responsibilities and such other assignments, depending upon the need of the Institute.


May 2008 – June 2009

SSL Wireless Ltd        
(A Content Provider Company)




Assistant Accountant 



Reporting to: VAS Manager






Responsibilities:   

· Maintaining regular Sales / Purchase Ledgers & report to management.
· Cash/ Bank Reconciliation; Reconciliation of all Balance Sheet Accounts.
· Invoices and purchase orders, and petty cash and payroll calculation.
· To maintain records of invoices and creditors' payments. 
· Establish and maintain good working relationship with Clients.
· Designs, prepares, and maintains spreadsheets using basic mathematical calculations.
· Composes routine letters and reports using instructions or guidelines of the work area.
July 2006 – April 2008

Radio Today 89.6 FM (FM Radio: Mass Communication Company)




Sr. Outdoor Broadcaster









Reporting to: Producer (OB).
Responsibilities:         

· Broadcasting the live program.
· Program management. (Package & Live).
· Script writing.
· Maintaining the daily program schedule.
· Reconciliation of air time and sponsor agreement.
· Being involved in the broadcasting and airing of the production, collect episode wise Audio version according to required file formats i.e. for radio broad casting, Web uploading etc. and archive all of  them properly following best practice.

· Assisting in other duties and departments as and when required and asked to do so by line manager
Nov 2005 – June 2006

Transcom Electronics LTD. (Consumer Product Trading Company)




Executive (Sales & Marketing)








Reporting to: Branch Manager

Responsibilities:         

· Identify plan and contact potential clients to establish new business.

· Retain existing business, increase volume and pursue new customers.

· Prepare and submit timely and accurate reports of sales activities.

· Monitor customer satisfaction by regular surveyors.

· Anticipate, identify and understand client’s needs and pains and translate those into sales opportunities.

· Prepare and submit timely and accurate reports of sales activities, especially client visits/calls.

· Maintain positive relationships with current and potential clients through regular contacts.

· Liaise with technical/operations teams to ensure excellent communication channels exist for successful 

execution of the new and current business.

· Prepare invoices and process payment procedure.



Language Proficiency:

· Bengali as mother tongue. 

· Fluent in English (speaking, reading and writing).

· IELTS band Score: 5.5 (Exam dated 2008).
Educational Qualifications:
2009 – Till now

The Association of Chartered Certified Accountants (ACCA) 




Professional Level Continuing (11 Paper completed out of 14)

2009 - 2012

B. Sc. (Hons) in Applied Accounting
Institute: Oxford Brookes University, UK




Result: Upper Second Class

2009-2011

Advance Diploma in Accounting & Business
Institute: The Association of Chartered Certified Accountants (ACCA)


Result: Pass; (6 Paper completed out of 6)

2006 - 2008

Certified accounting Technician (CAT)

Institute: The Association of Chartered Certified Accountants (ACCA)


Result: Pass; (9 Paper completed out of 9)
2003 - 2004

Higher Secondary Certificate (HSC)




Institute: Amrita LalDey College, Barisal




Group - Science, Board - Barisal;Result: GPA 3.90 (Out of 5)

2000 - 2002

Secondary School Certificate (SSC)




Institute: Barisal Government Girls’ High School




Group - Science, Board - Barisal; Result: GPA 4.50 (Out of 5)
Training & Workshop: 

Foreign: 

· Participated ACCA MENASA CONFERENCE 2011 held at Srilanka, Supported by ACCAMENASA REGION & ACCA SRILANKA OFFICE on 20-21 JULY 2011.

Local:

· Completed a training workshop on VDS (VAT Deduction at Source) Calculation, VAT Accounts & Audit Organized by Stock Bangladesh, Dhaka on 15 Dec 2012.

· Completed three training workshop named Train The Trainer of CAT & ACCA held at ACCA Bangladesh Office, Dhaka, Supported by ACCA & GTG  on 2009, 2010 & 2011.

· Completed a training workshop on Trade Issues for Journalists held at UnnayanShamannay, Dhaka, Supported by Cuts International under TDP project on 29 - 30 June, 2008.

· Completed a workshop on Water Supply and Ecological Sanitation organised by Bangladesh Water Partnership, Global Water Partnership - South Asia on 27 March, 2008. 

· Successfully completed the training workshop on Economic & Trade Issues for Media Professionals held at UnnayanShamannay, Dhaka, Supported by European Union on 01 February to 30 March, 2007.
Computer Literacy:
· Operating System

: 
Microsoft Windows (98, XP, Vista, win7).
· MS Office applications
:
MS Word, Excel Access, Power Point etc.
· Accountancy software
:
Tally 9, ERP – Factura & QuickBooks.
· Internet


:
Browsing & E-mail etc.
Achievements:

Lux-Star Dinner 2003 winner.
Winner of NIIT-Channel i National Talent Search Scholarship 2003.
Won Barisal Divisional Scholar Award 2003.
Also won many cultural competitions several times.


Extra Curricular Activities: 
Published many article and story in different daily and weekly journal such as The Daily ProthomAlo, 
The Daily Jai Jai Din and Shaptahik 2000.
Member of 'The ProthomAlo-Bondhusava'.
Participate in Acid Santras and MadokBirodhiAndolon, Math Olympiad etc.

Hobbies & Interests: 
Socialising with friends & Family, watching TV, reading books, Travelling, Driving, Photography, solving puzzles and computing (creating and designing).
Personal Details:
Mother's Name
: 
RoksanaYasmin

Father’s Name
: 
A.K.M Harun-Ur-Rashid                

Present Address
:
C/O: A.K.M Harun-Ur-Rashid                



House # 1/5, Flat # C, Road # 1, Shamoli,





Dhaka, Bangladesh -1207.

Permanent Address:  
C/O: Israt Villa, House # 86, New college road.
Baiddapara, Barisal Sadar, Barisal-8200.
Religion

: 
Islam (Sunni)

Marital Status
: 
Single
Date of Birth
: 
August 24, 1987

Place of Birth
: 
Barisal 

National ID
:
2699040696965
Nationality

: 
Bangladeshi (By Birth) 
References:

Declaration:

I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.

I really appreciate to take your valuable times to go to my CV.
Please fell free to call me above number.
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(Mohsena Khanom Munna)
Dated :
Mohammad Rafiqul Islam Khan, ACCA (UK)


Manager, Audit & Advisory Services


RahmanRahmanHuq Chartered Accountants


9 Mohakhali C/A (11th & 12th Floors), 


Dhaka , Bangladesh.


Contacting Numbers: 019 1674 2776


Email: �HYPERLINK "mailto:islamkhan@kpmg.com"�islamkhan@kpmg.com�





Mohammad MahinulHaque, ACCA (UK), MBA (UK)


Head of Finance


Allied Solar Energy Ltd.


446/B, Tejgaon Industrial Area, 


Dhaka, Bangladesh.


Contacting Numbers: 018 41713333


Email: �HYPERLINK "mailto:mahin08@yahoo.co.uk"�mahin08@yahoo.co.uk�











CV of Ms. Munna

