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MUHAMMED  TANSIF  DANESH        

	Objective
	AGM/GM level position in the field of Administration & Human Resources in any Multi National or Group of Companies.

	Professional

Experience
	01.  SPECTRUM LANKA TECHNOLOGY SOLUTIONS LIMITED
Working as Manager, HR & ADMIN from 01st January, 2015 to till to date. Address: House: 118, Road: 09, Block: C, Niketon, Gulshan-1, Dhaka-1212. Ph.: 8837227-8. 

JOB RESPONSIBILITIES:
· Policy development on H.R. & Administration

· Recruitment, Selection, Placement of employees & Maintain HR functions
· Organize Monthly and Management Meeting
· Handle Legal Issues
· Renewal of all permissions and contracts
· Transport, Security & Access Control
· Printing, Store & Stationery Management
· Other Ad-hoc tasks assigned by the Authority

02.  INFORMATION SOLUTIONS LIMITED (Genesis Technology Group)
Worked as Manager, Office Support Unit (Admin.) from 23rd Sept, 2012 to December 24, 2014. Address: House: 19-20, Road: 113 A, Gulshan-2, Dhaka-1212. Ph.: 9852685-6. 
JOB RESPONSIBILITIES:
· Support Services Management

· Strategy development and implementation

· Recruitment for the Unit

· Non trade purchasing

· Renewal of Contract/Agreement, ensure compliance to local Govt. Regulations

· Construction, Inventory & Fixed Asset Management

· Security and access Control

· Transport, Stationery and Store Management

· Supervise Housekeeping, Cleaning & Interior Management

· Other Ad-hoc tasks assigned by the Authority
       ACHIEVEMENTS:
· Introduced Office Maintenance and Fixed Asset Inventory Process through Oracle.

· As a Project Manager, completed successfully the construction work and interior design of 3 storied new offices within 6 month’s scheduled time limit.
03.  BASIS (Bangladesh Association of Software and Information Services)
Worked as Secretary from 7th May, 2011 to 22nd September, 2012. Address: BDBL    (Level 5), 12 Kawran Bazar, Dhaka-1215. Phone: 8144708-9.          

JOB RESPONSIBILITIES:
· To plan, develop and recommend strategies for Operational Mgt. & Development
· To manage, develop & motivate the secretariat staff

· To support the Executive Council by advising and informing the Members
· To prudently handle and control expenditure within approved budgets
· To oversee and guide courses of action in operations of the secretariat
· To liaise with government agencies and other associations and Trade Bodies
· To take decisions as delegated by the Executive Council when and where required
       ACHIEVEMENTS:
·   Organized successfully 10th BASIS SoftExpo, the biggest showcase for software products, ITES and ICT system solutions which was held from February 22-26, 2012.

·   Organized successfully the Election of BASIS Executive Council (Term: 2012-2014).
·   Build HR Strategy and introduce Provident Fund in the Association.

	
	

	
	

	
	04.   LEEBA TRADING LTD.
Korean based Buying House. Worked as Manager- Admin. & HR from 01st Aug, 2007 to 30th Apr, 2011. Add: House: 28, Road: 130, Gulshan-1, Dhaka. Phone: 8826428. 

 ACHIEVEMENTS:

· Introduced HR Policy and Performance Evaluation System in the company.
05.   COTTON GROUP

Worked as Manager- Admin. & HR (First Assistant Vice President) from 02nd May, 2004 to 31st July, 2007. Add: PMP Plaza, 14 Kemal Ataturk Avenue, Banani, Dhaka. 

ACHIEVEMENTS:
· Organized successfully the 21st Bangladesh Amateur Golf Championship (BAGC), Kurmitola Golf Club, sponsored by Cotton Group from February 22-25, 2006.
· Introduced In House Training Prog., Performance Evaluation & Recruitment Policy.
06.   ORYX
French based Buying House. Worked as a Sr. Executive- Accounts, Admin & HR from Aug, 1999 to April, 2004. House: 10 (5th Floor), Road: 28, Block: K, Banani, Dhaka. 
ACHIEVEMENTS:
·   Received Special Bonus for hard working & complete all pending issues (Year: 2000)
·   Received another Special Bonus for on time report submission (Year: 2002).
07.   ASHRAF UDDIN & CO.
During my CA Course, worked as an Office Manager from Jan.’98 to July’99. 

JOB RESPONSIBILITIES:

· Monitor & supervise Audit issue of all clients

· Supervise clients Tax Matter & Physical Inventory
· Monitor clients’ permissions from Ministry of Industry/BOI and Bangladesh Bank
· Supervise Joint Stock Matter
Following are few companies name where I was engaged in Auditing:

· Rangs Electronics, Rangs Ltd, Rahim Afrooz Group, Uttara Motors, Micro Electronics.

· Swire & Maclaine Ltd., IKOS srl, Young Time & Global Pers. Ltd., Sparkles Ltd.
· Millan Group of Companies, Fountain Garments, Polson Garments, SKD Pacific Ltd.
· P.D.B & D.E.S.A.
ACHIEVEMENTS:
·   Act as Office Manager before completion of my C.A. Articleship.
· For outstanding performance our client Oryx, offered to join their office.

	Education
	· M.B.A.:
Completed M.B.A. from AIUB (American International University of Bangladesh)- CGPA: 3.13 - Year 2002-2003.

· M. Com.:
Masters in Management - under National University, year: 1996 - 2nd Class.
· CHARTERED ACCOUNTANCY (C.A. Course completed):
Completed C.A. Article ship of 3 ½ years from ASHRAF UDDIN & CO., 12-13 Motijheel C/A, under I.C.A.B. Registration No.: 6511/96, year 1996 to 1999.

· B. Com.:
Under National University, year: 1994 - 2nd Class.
· H.S.C.:
From NOTRE DAME COLLEGE- Sci. Group-Dhaka Board, Yr: 1992- 1st Division.

· S.S.C.:                                                                                                                                   From ST.GREGORY’S HIGH SCHOOL-Sci. Group-Dhaka Board,Yr:1990- 1st Div.

	
	

	
	

	Professional

Training
	KNOWLEDGE SHARING SESSION

· Participated in day long (April 07, 2012) knowledge sharing session, organized by BASIS jointly with GPIT on “People and Organization HR Practice”.

TRAINING UNDER BITMAP II PROGRAM

· Week long (March 25-29, 2012) training under the BITMAP II Program arranged by Danish Federation of SMEs, Denmark & BASIS, supported by DANIDA (Danish Ministry of Foreign Affairs) on “Operational Management & Development”.
COTTON GROUP, BANANI, DHAKA:

3 months (Feb-April, 2006) In-house Training Program covering the following subjects:
· Human Resources Management & Office Management
· Behavior & Motivation at Work
· Team Building
· Function of Manager
· Effective Communication Skills
· Time Management
· Financial Analysis & Control
· Management Training Program

· Trade Payment Method & L/C in Export/Import Operation
CDME TRAINING CENTRE, DHANMONDI, DHAKA:

· Effective Communication Skills                  - 09th January, 2004.
· Effective Supervisory Management, Part-1 - 07th & 08th March, 2004.

	Computer Skills
	Skills in different Computer Applications and Internet:

· MS Word, MS Excel, Power Point.

· Photo Shop, Acrobat Reader.

· Q-Basic, Oracle, Auto Cad.

· Internet Browsing, Mailing etc.


	Languages 
	Good communication skills in ENGLISH and BENGALI.

	References
	· MAHBOOB ZAMAN                                                                                                                    Managing Director of DataSoft Systems (BD) Limited and Ex President of BASIS                                                                                                               House: 10 (5th Floor), Road: 28, Block: K, Banani, Dhaka-1213.                                                       Mob.: 01711521696; Phone: 8124601, 9110136; E-mail: mahboob@bol-online.com
· ASHRAF UDDIN AHMED F. C. A.                                                                                  Chartered Accountants, Principal of Ashraf Uddin & Co.                                                Rahman Chamber (5th Floor), 12-13, Motijheel C/A, Dhaka – 1000.                                                                     Mob.: 01711523735; Phone: 9554301, 9116183; E-mail: auc_green@yahoo.com

	Personal Information
	· FATHER’S  NAME     :  Late Muhammed Faruque Danesh

· MOTHER’S NAME    :     Hena Samsun Nahar

· MAILING ADDRESS :     House No: 26, Rd No.: 12, Sector: 13, Uttara, Dhaka-1230

· TELEPHONE             :  7913864 (Res.)

· MOBILE                       :  01713032634
· E-Mail ADDRESS        :  tansif@hotmail.com
· DATE OF BIRTH       :  21st July, 1974

· NATIONALITY          :     Bangladeshi by birth

· RELIGION                  :     Islam

· MARITAL STATUS    :     Married

· NATIONAL I. D.        :     2619551168258








