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Md. Shahin Serniabat (Ashik)
Deputy Manager (Admin,HR & Compliance)
Bachelor of Social Science (BSS) 
Cell     : 01742-740748, WhatsApp: 01742-740748
E-mail : info@shahinbd.com, shahin@alpsgroup.com


About Me:	

I am interested to work in a dynamic, traveling, exciting, challenging, creative and service-oriented organization where I can explore my creativity and use my academic and working knowledge and expertise properly.



Employment History: Job Experience 12 Years.

	Name of Company
	Company Location
	Designation
	Duration

	Fashion.Com Ltd. 
Production line 20, Manpower 2050.
	Durgapur, Zirabo, Ashulia, Dhaka-1341
	Deputy Manager             Admin, HR & Payroll
	2 Years Continue

	Alps Apparels Ltd.
Production line 25, Manpower 1750.

	Kathgora, Ahulia,Savar, Dhaka-1340
	Deputy Manager             Admin, HR & Payroll
	03 Years

	Bravo Apparel Manufacturer Ltd. (Green Project of Amtranet Group.) Production line 40, Manpower 4500.
	Himar Deghi,Tongi, Gazipur-1710
	Senior Executive                  Admin,HR & Compliance
	03 Years

	Garments Export Village Ltd. (Amtranet Group.) Production line 20, Manpower 2500.
	Himar Deghi,Tongi, Gazipur-1700
	Senior Executive                  Admin,HR & Compliance
	02 Years

	Hea-Song Korea Limited. 
Manpower 2000,100% Oriented Sweater Industry.
	Durgapur, Zirabo, Ashulia, Dhaka-1341
	Executive                  Admin, HR & Payroll
	02 Years

	In Addition:  Five years of practical experience in managing HRM Payroll ERP Software.





Job Responsibilities:


1. Manpower recruitment & Selection, HR Function Provisional jobs Confirmation for all vacant posts as per company policy.
2. Manage salary and other disbursements to staff members at all levels in respect of their claims as per Company Policy. 
3. Process payroll transactions, including salary adjustments, bonuses, and deductions.
4. Stay updated on tax regulations and compliance requirements related to payroll processing.
5. Coordinate with other departments to ensure accurate recording of employee data.
6. Conduct audits on payroll processes to identify and rectify errors.
7. Generate and distribute Payroll reports to relevant stakeholders.
8. Providing Human resource staffing plan in short term and long term to the recruitment manager for maintaining proper number of human resources staffs. 
9. Ensure implementation labor law and buyer code of conduct.
10. Coordinate with Finance & Accounts Department from time to time for tax disbursement, final settlement of outgoing employees etc. 
11. Look after human rights as per companies and country’s rules & regulations.
12. All kinds notice (showcase, warning, suspend, absent, board etc.)
13. Prepare Human resources yearly plan and the responsibilities to the team members to implement the plan.
14. Organize mid-level management Meeting & training.
15. Ensure no child labor in the factory.
16. Daily floor visit & ensure to floor compliance and follow-up the daily compliance check list.
17.  Ensure proper co-ordination with the various department head for compliance issues.
18. Provide assistance to the higher authorities in implementing the plans, policies and programs on employee health, safety, welfare and benefits.
19. Supervise all files: Documents are regularly & properly update.
20. Supervision to safety related issues.
Follow up Team:

1. HR Team 
2. Personnel Team 
3. Safety Team  
4. PC Team 
Commitment:
1. Regular Time Commitment preferred.
2. Several times there may be extra time to stay in the office.
3. It may be necessary to work even after assignment
4. The decision of the Authority in any matter is final.

Academic Qualification:


	Name of Exam
	Institute
	Group
	Result
	Passing Year
	Board

	B.S.S
	Kotalipara Sheikh Lutfor Rahman Adarsha Govt. College.   
	Science
	2nd Class
	2015
	National University

	H.S.C
	Kotalipara Sheikh Lutfor Rahman Adarsha Govt. College.   
	Science
	4.20 out of 5
	2011
	Dhaka

	S.S.C
	North Kotalipara Ram Mohon High School.
	Science
	4.00 out of 5
	2009
	Dhaka



Training Summary


	Training Title
	Topic
	Institute
	Location
	Year
	Duration

	HR Operation
	Recruitment & Selection, HR Function Provisional jobs Confirmation, Labor law Compensation and Benefits.
	BPS Bangladesh
	Uttara,
Dhaka
	2017
	05 Days

	Be Senior Executive-HR
	Recruitment & Selection, HR Function Provisional jobs Confirmation, Labor law Compensation and Benefits.
	SMS Bangladesh
	Uttara,
Dhaka
	2016
	01 Month

	Fire& Safety
	Fire fighter, Rescue and Fast Aid.
	Bangladesh Fire Service
	Tongi,
Gazipur.
	2016
	02 Days

	Discipline Action procedure in work place  
	Grievance Handing, Long Absent, showcase, showcase with suspension, Final Settlement, Warning letter.
	SMS Bangladesh
	Uttara,
Dhaka
	2015
	01 Month




Computer Skill: Good knowledge of computer.


Operating system                        : Windows and Microsoft office application (word, Excel, outlook).
Office Course                              : Microsoft word (Bangla & English), Power point &Photoshop.
Internet                	             : Web Browsing & E-mailing


Career and Application Information:



Applicant Post                        	 : Deputy Manager(Admin,HR & Compliance)
Present Salary 		 : 48000.00
Expected Salary		 : 65000.00
Duty Level 			 : Full Time
Employee Level 		 : Permanent
Job Department		 : Admin, HR & Compliance


Personal Information:

Name				: Md. Shahin Serniabat (Ashik)
Father’s Name		: Ali Jahor Serniabat
Mother’s Name		: Mst. Halima Begum
Date of Birth			: 04 May-1992
Religion			: Islam
Gender			: Male
Marital Status			: Married
Blood Group			: O(+ve)
Height				: 5.5”(Five fit five inches). 
Weight				: 68 Kilograms
Nationality			: Bangladeshi (By birth)


Present Address:



Village				: Zirabo		Post office : Ashulia
Police Station			: Savar			District       : Dhaka-1341.

Permanent Address   :




Village				: Jamila,		Post office : Kajulia
Police Station			: Kotalipara,		District       : Gopalganj-8110


Declaration: 


In view of the above, it would be appreciated much, if your good self may select me in your organization. The understanding will try to discharge responsibilities with full satisfaction of the authority.

References: 	
	1
	
Md. Ataur Rahman
General Manager (Admin,HR& Compliance)
Eurozone Fashion Ltd.
Zirabo, Ashulia, Savar, Dhaka-1341
Cell     : 01302-309909
E-mail : ataur.rahman@eurozonebd.com

	2
	
Md. Mubarak Hossain
Head of Operation (Admin, HR & Compliance)
Hea-Song Korea Ltd.
Durgapur,Zirabo,Ashulia,Savar,Dhaka-1341
Cell     :  01818-648710
E-mail :  mubarak@hskorea.net








Yours Faithfully,                                                               Date: 15-03-2025


Md. Shahin Serniabat (Ashik) 
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