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	Career Summary

	Creative, result-oriented professional with solid experiences in challenging roles for both national and international organizations. Particular strengths and interests in human resources and organizational development functions. Keen to take new challenges and broader responsibilities in a progressive organization.

	

	Key Skills

	· Analytical thinking and planning 
	· Problem solving and decision making

	· Leadership and teamwork
	· Excellent IT skills (MS Office suite, ERP)

	· Persuasive communication (writing & speaking)

	

	Professional Experiences

	

	Area 1:
	Human Resources and Organization Development                                                                    
	Total Experience: 
	5+ Years

	Organization Type: 
	INGO, Group of Companies, Int. Organization.

	

	1.1 Save the Children, Gulshan 2, Dhaka 1212, Bangladesh                                                    Oct’14 – Continue

	      (The largest INGO in Bangladesh working for Children) 

	

	Position: Manager – HR & OD

	Working in HRD and OD components of a Technical Assistance (TA) project funded by DFID.  

	

	Key Responsibilities: 

	Talent Acquisition
	Contribute in technical experts /consultants and support staffs hiring process of TA Project through developing terms of references, JD, identifying & implementing appropriate selection procedure, and negotiation process.

	HR Strategy, Policies and Procedure
	Assist technical experts/consultants in overhauling HR & OD functions of selected partner organizations, especially in revision, development and formation of governance system, recruitment process, HR manual, SOPs, HRD strategy, performance management system, etc. Ensure the effective implementation of SCI HR policy and procedure in relevant areas.

	Report, Monitor and Evaluation
	Prepare progress report, ensure effective utilization of resources, and evaluate the outputs delivered by technical experts/consultants.

	

	1.2 Kazi Farms Group, H # 84, R#7A, Dhanmondi, Dhaka 1209, Bangladesh                        Jan. ‘13 – Oct. ‘14 

	       (One of the biggest argo-industrial groups with over 6500 employees, also involved in media and frozen food business) 

	

	Position: Manager – HR

	Promoted to Manager from Asst. Manager role for excellent performance and achievement. 

	

	Key Achievements:

	HR Policy and Procedure
	Produced comprehensive HR manual by formulating and developing more than 30 policies and SOPs based on best practices, competitor analysis and organizational need.

	Organization Development
	Contributed in manpower planning and justification, organizational restructuring, process re-designing and re-engineering, formatting JD, developing and implementing Performance Management System.

	Training and Development
	Prepared and implemented training calendar by conducting organization wide TNA, structured employees orientation module, conducted monthly orientation programs, facilitated or conducted more than 15 management development trainings programs.

	HR Budget
	Prepared comprehensive yearly HR budget for 2013 and 2014.

	Compensation & Benefits
	Restructured job grading through extensive job analysis, market survey; prepared gratuity and provident fund policy and procedure

	

	1.3 Newton International Ltd., 95 Mohakhali C/A, Dhaka 1212, Bangladesh                         Aug’11 – Oct’12

	       (Fully subsidized professional skills development organization of RF Chandler Corporation, Singapore) 

	

	Position: Trainer & Training coordinator

	Hired as a preopening member to set up training department, training calendar & budget, develop training modules, conduct and facilitate training programs.

	

	Key Achievements: 

	Module development
	Developed training and assessment module for both certificate and diploma courses.

	Training 
	Conducted more than 30 training programs (in-house and external) on various functions of modern hospitality industry management

	

	1.4 Australia-Bangladesh Development Associates Ltd., Bangladesh                                      Mar’11 – Aug’11

	      (An emerging group of companies involved in educational consultancy, property development, training and import-export business)                 

	

	Position: Asst. Manager – HR

	Hired as one of first team members of HR department to develop HR policies and procedures.

	

	Key Contributions:

	Policies and SOPs
	Developed more than 15 HR policies and procedures based on best practices and business needs.

	HRIS
	Worked as key member of introducing and implementing HRIS software

	

	1.5 Imperial London Hotels, London, WC1N 1DB, UK                                                                     Jun’07 –Jun’08

	       (Collection of six renowned hotels in central London, successfully operating since 1837)

	

	Position: Officer – HR 

	Started as intern and promoted to officer position at HR department.


	Key Accomplishments: 

	Personal file management 
	Ensured availability of up-to-date and necessary documents/information in HRIS

	Recruitment
	 Job posting, initial short listing, interview calls/mails, etc.

	

	Area 2:
	Revenue Administration
	Total Experience:
	2.5 Years

	Organization Type:
	Int. Hospitality Industry

	

	2.1 Guoman & Thistle Hotels, St. Katharines Way, London E1W 1LD, UK                           Mar. ‘10 – Jan. ‘11

	(Owned by GLH hotel mgt. company, a British-based global company with more than 36 hotels in UK.)

	

	Position: Sr. Room Sales Administrator 

	Recruited for maintaining room sales status in PMS system and establish smooth relationship with clients

	

	Key Achievements:

	Process Development 
	Developed SOP for some difficult sales contracts that reduced errors and complains by 70%. Awarded employee of the month for innovation and performance. 

	

	2.2 Novotel St. Pancras, 100-110 Euston Road, London NW1 2AJ, UK                                Aug. ‘08 – Mar. ‘10

	      (A popular brand of Accor Hotels, located in central London)

	

	 Position: Reservations Agent

	Hired for maximizing room sales through email and phone call by maintaining brand standard and customer service.


	 Key Achievement:

	Increased occupancy
	Proactive and professional drive increased week-end occupancy by 10%. Nominated as employee of back office in 2009.  

	

	Academic Qualifications

	· MBA (HRM), University of Wales, UK   (2010)

	· PGD (HRM), Bangladesh Institute of Management   (2013)

	· PGD (Management Studies), Ealing, Hammersmith & West London College, UK (2008)

	· B.Sc (Mathematics), University of Dhaka (2003) – Exam held in 2005

	· H.S.C (Science), Barisal B. M. College (1998)

	· S.S.C (Science), Barisal Zilla School (1996)



	

	Professional Trainings and Workshops

	· Project Management for non-project Managers – American Management Association (2015)

	· Management skills for new Managers – American Management Association (2015)

· Effective Talent Management Strategies for a 21st Century Organisation - Michael  A. Potter (2014)

	· Six Sigma White Belt – Aveta Business Institute, USA (2013)

	· HR Managers Capacity Development – United Nations Public Administrative Network (2011)

	

	Personal Information

	Father: M. A. Sattar Mia
	Mother: Firoza Akhter

	DOB: Feb. 01, 1982
	Marital Status: Married

	Religion: Islam
	Nationality: Bangladeshi

	

	Hobbies and Interests

	Gardening, internet browsing, freelancing, watching cricket.

	

	Professional Memberships

	CIPD, BSHRM, UK Alumnae Network.

	

	References 

	Rosalind Howlader, Director – HR & Admin.
Save the Children
Bangladesh Country Office

House #CWN(A) 35, Road# 43, Gulshan-2

Dhaka 1212, Bangladesh

Phone: 02-98616901
	F M Moniruzzaman, DGM – HR

Kazi Farms Group, Corporate Office

House: 5/A (4th Floor), Road: 75/A, 


Dhaka 1209, Bangladesh   

Email:fmmoniruzzaman@kazifarms.com

Phone: 01713239088
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