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Administrative Position
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Road 6, Block B, Ashulia Model Town, Savar, Dhaka-1345, Bangladesh,
Tel: +8809602666651, +8809602666652
RESUME
	DEPARTMENT:
	
	POST:
	


A. PERSONAL DETAILS:

	Full Name

(Please record your name based on your SSC/equiv. Certificate)
	English:


	
	Bengali: 

	Father’s Name
	                     Occupation:

	Mother’s Name
	                     Occupation:

	Spouse Name (If applicable)
	                     Occupation:

	Date of Birth: Day         Month:              Year: 
	Marital Status:   ( Single         ( Married

	Religion:                      Blood Group:
	Sex:                   (  Male          ( Female

	Nationality:                                                       National ID No:


	Present Address
	Permanent Address (if different)

	
	

	Tel:                            Mobile:

Fax:                           E-mail: 
	Tel:                          Emergency:




B. ACADEMIC BACKGROUND: (Mention in chronological order):

	Name of Examinations
	School/College

/University
	Performance
	Year of passing
	Specialization / Subject

	
	
	CGPA /GPA/ Class/Division
	Position/

Place
	
	

	Ph.D
	
	
	
	
	

	M.Phil
	
	
	
	
	

	Master 1 of 
	
	
	
	
	

	
	
	
	
	
	

	Master 2 of
	
	
	
	
	

	
	
	
	
	
	

	Bachelor of
	
	
	
	
	

	
	
	
	
	
	

	HSC/Equv
	
	
	
	
	

	SSC/Equv
	
	
	
	
	


Please enclose the certified copies of your all academic records (i.e. Certificate/Mark-Sheet/Transcript etc).

C. BANK DRAFT/ PAY ORDER OR BKASH INFORMATION:
	 Payment Mode :          ( Bank Draft/ Pay Order                    ( bkash 

	Bank Draft/ Pay order / BkashTrxID Number: 
	
	Date
	


D. PROFESSIONAL DEGREE/DIPLOMA/TRAINING: (if applicable)

	Name of awarding Institution/Organization
	Field
	Degree/Diploma obtained
	Grade/

Class

	
	
	
	


E. SPECIAL TRAINING: (if any)

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

F. EMPLOYMENT RELATED RECORDS: (in chronological order)

	Position
	Institution/Organization
	Duration

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


G. LANGUAGE PROFICIENCY:
	Language
	Writing
	Reading
	Speaking
	Remarks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Write: Excellent, Good, Fair, Weak, Nil (as the case may be)

H. MEMBERSHIP OF RENOWNED INSTITUTIONS/ORGANIZATION/SOCIETIES:
I. NAMES OF THE COUNTRIES YOU HAVE TRAVELED:
J. NAMES & ADDRESS OF 2 (TWO) REFEREES WHO ARE NOT YOUR RELATIVES:
	
	Reference: 1
	Reference: 2

	Name :
	
	

	Organization :
	
	

	Designation :
	
	

	Address :
	
	

	Phone(Off) :
	
	

	Phone(Res) :
	
	

	Mobile :
	
	

	Email :
	
	

	Relation :
	
	


Note: Please note that above two referenced persons will be contacted for background check before you are handed over the appointment letter INCASE you are selected.

K. ADDITIONAL INFORMATION: (if any)

Signature of the Candidate & Date


N.B: 

1. Attested copies of all certificates, testimonials, academic transcript, experience certificate (if any), national id, two (02) copies color photo and all related documents should be sent to the Registrar within the stipulated period.

2. Incomplete Application Form may not be entertained.

3. The candidates from any Autonomous or Government Organization should apply through proper channel. 
4. You may add rows in the format if required to fit additional information.






Photo


(2 copies Passport size color lab print)
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