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Tina ruth dias

	objective

	
	To Better and Excel in everything that I do to advance my Career.

	Experience

	
	THE WORLD BANK OFFICE, DHAKA
Dhaka, Bangladesh

DESIGNATION: Receptionist/Telephone Operator

· Worked from January 2002 to May 2004 

My Responsibilities
· Operate PABX board with 25 lines

· Assisting staff to place over sea calls & keep a record of it. 

· Attending  to visitors and maintaining the visitors’ log book

· Receiving correspondence at the reception desk and forwarding them to the appropriate staff member etc.

· Drafting and writing Mail as and when required

· Maintaining the monthly telephone list

· Handling all DHL services and maintaining their bills

· Distribution of cheques to vendors in liason with accounts

Extra Duties

Was Chairperson of  the Sunshine Committee, where we organized and maintained the social calendar of the World Bank. 

    


	
	DHAKACOM LIMITED (ISP)
Dhaka, Bangladesh

Sister concern of PARTEX GROUP

DESIGNATION: Public Relations Officerr

· Worked from August 99 till December 2001. 

Dealers in
· Internet Service Provider

My Responsibilities
· Looking after office routines as well as Administrating and Marketing divisions.

· Included maintaining and providing information as and when needed    


	
	
HERTZ  RENT-A-CAR & IDSSL
Dhaka, Bangladesh

DESIGNATION: Executive secretary to the Managing Director

· Worked from April ‘99 to July ‘99

Dealers in
· Renting of Cars and Logistics

My Responsibilities
· Handling of basic routine office work such as typing, filing, making schedules and arranging meetings etc.



	
	
GLOBAL AMITECH PACE  &
Dhaka, Bangladesh

HALCYON ASSOCIATES

DESIGNATION: Secretary Cum Office Assistant

· Worked from Feb ‘98 to April ‘99

Dealers in
· Canadian Immigration Consultants and Textile Consulants

My Responsibilities
· Assessment of clients papers regarding Immigration and Visa 

· Helped in normal office routine for the Textile division and Support


	MOHAMED ABDULRAHMAN AL-BAHAR
AL WASIT STREET
P.O. BOX 6038
SHARJAH, SHARJAH
ARAB EMIRATES

Tel: 
+971-6 543.1271 SWITCHBOARD
fax: 
+971-6 543.1132 / 542.2558 SWITCHBOARD FAX
+971-6 543.1885 OASIS RENTAL
+971-6 542.3769 GENERAL OFFICE
+971-6 542.3085 DGGM
+971-6 542.0762 G.O. PSD

	
MOHAMMAD ABDUR RAHMAN AL BAHAR
Sharjah, U.A.E

“CATERPILLAR”

DESIGNATION: Telephone operator / Receptionist

· Worked from May ‘96 to July ’96

Dealers in
· Heavy Duty Machineries and Constructional Materials

My Responsibilities
· Worked on a PABX board with 20 lines, plus handling of all international calls incoming and outgoing on a separate line. My responsibility also included maintaining and distributing faxes systematically. 


	
	HOLIDAY RENT-A-CAR & LOGISTIC
Sharjah, U.A.E

DESIGNATION: Administrator

· Worked from June ‘95 to April ’96

Dealers in
· Renting of Cars and Logistical support

My Responsibilities
· Handling of basic routine office work (typing, filing etc.) & giving logistical suport to all the clients.

 

	
	
EMITEX 
Dubai U.A.E

DESIGNATION: Surveyor

· Worked from March ‘95 to April ’95

Dealers in
· Marketing and Surveying

My Responsibilities
· Performing several surveys for a renowned company called EPPCO Petroleum.

	
	
CAPITOL MIDDLE EAST
Dubai U.A.E

DESIGNATION: Sales Promoter

· Worked from Feb 1994 to Feb 1995

Dealers in

· Consumer Goods & Cosmetics

My Responsibilities
· Promoting  their  Product “SILKY” at the Britain in the Gulf Exhibition  at the Trade Centre

	
	
AL BARAHA FURNISHED APARTMENTS
Dubai, U.A.E

(owned by  Sheikh Sultan)
DESIGNATION: Receptionist cum Telephone Operator

· Worked here for 3 months as a summer job

Dealers in

· Real Estate & Marketing

My Responsibilities

· Handling of all incoming and outgoing calls for the company, and be very tactful with the various people that I came in contact with during my service here 

	
	
JASHANMAL NATIONAL COMPANY
Dubai U.A.E

DESIGNATION :Sales Promoter

· Worked for Various period of time 

Dealers in
· Consumer products

My Responsibilities  

· Promote their chocolates Toblerone and LilaPause.

	

	Education

	
	1980- 1982
Bambino  Interbational School
Dhaka, Bangladesh

· From Nursery To class 1

1983 – 1995 
Sharjah Indian School
Sharjah U.A.E

· Passed Primary and Secondary High School (O Levels)

1996 – 1997        Assembly of God                                         Calcutta, India

· Passed Higher Secondary Certificate (A Levels) 

	Interests

	
	Reading, Sketching, Cooking, Stitching, making new friends and also helping out in charity events.



	Personal insight

	
	Finally I would like to say that I am a very pleasing and adaptable person with pleasant manners and I am looking for a job with prospects so that I can advance my career. I am trustworthy and hardworking and have often worked over time in my previous jobs. I also have the ability to learn quickly and can be assertive when my job demands it. I enjoy being part of a team, but can also work alone.


	Personal information

	
	Husbands Name: 
Md. Ziaur Rahman

DOB: 


18th July 1977

Marital Status: 
Married

Address
:

House #16,Road#15,Nikunja Khilkhet,Dhaka-1229

Contact:

+880.2.8922611, +880.1.7249418.


�








hOUSE #16,ROAD#15,NIKUNJA KHILKHET,DHAKA-1229

Telephone: +880.2.8922611, cell: 017520819, 017249418(GP-GP)

  • e-mail tintwee@hotmail.com

