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Table-1 e

Course Name Professional Office Management
Software Name Microsoft Office

Application Name MS Word MS Excel MS PowerPoint | MS Access
Duration 25 Hour 15 Hour 6 Hour 7 Hour
Internet 4 Hour

Review 3 Hour

Table-2

Diploma In ICT(4 Years)

Graphic Hardware | 3D Studio

Student’s | s Office Auto CAD |Web Design

Name Design Maintenance| Max
6
6 Semester | 6 Semester | 6 Semester |6 Semester| 6 Semester
Semester

Session
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Your Company Name
Address

City, Street, Zip code
Date: DD/MM/YYYY
Memo Number

l Credit B Debit
Coming From: Going From: Invoice
Name: Name: Number:
Address: Address: Order
Phone: Phone Number; Number:
Sales
person:
Item No. Description Unit | Quantity | Total
price

Total Amount | -

Approved By

THANK YOU FOR YOUR BUSINESS!
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Software Engineer
March 2016, Present
World Soft BD

The GUI interface provided functions to
add, clone and remove profiles from the
configuration file at runtime time.
Software Engineer

June 2015-February 2016

World IT Foundation RUMEL HAQUE
Played key role in designing error analysis SOFTWARE ENGINEER
architecture for high availability and CAREER
supportability. A software engineering
graduate who is seeking to find
—a EDUCATION the opportunity to work in a

fun and challenging working
environment will encourage
May 2013-May 2015 him to improve and learn new
Bernad University Bernad Street, NYC [Raitttoicibtaiaieia
High Scholl be motivated by the company

. hi for th ke of
March 2005-March 2009 to do his best for the sake o

. : : helping himself and the
East High School madson, Wisconsin company advancement in the

software engineering industry.

@ SKILLS AND ABILITIES CONTACT
The following are my best skills which I
believe are applicable to the position I @ 1546523
have applied for:

Master of Computer Science

@ Xyz@gmail.com
1. Programming
2. Logical and Structured Thinking o Mirpur, Dhaka
3. Coding Multiple Languages

V)
@ INTEREST

PERSONAL SKILLS 5
Ability to work by myself without the Q g
need for constant supervision by ;

e

N

employees.
2. Able to work harmoniously with other
members of the team.
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Admission Report 2013
120
- 100 —
E 20 B
.E 50 |
E 40 — B Fundamental
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|:| -
lan Feb Mar Apr B Graphics
Fundamental &0 40 30 &0
Graphics 53 40 50 41 Total
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Total
. 103 80 0 101
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Salarysheet tsfs w1

CAE AR, IOV OO 0T NS NN (Feqd CF@ FPATHIRT (55 (712 |
@12 CF VRIEFPTR0 SC GR GCHT S 7 APCA BB [T FRARP (G
SR O SCAROT ARG AR | AR (A GIee MR A6
R TFET ST TSIFIG VA2 TG | K41 T AT G5 AfSHICT B Feaw
qR HATCE @6 Salarysheet toft Ta1 Jie AT =91 | Q@ AL ARCFOES
U IR e @hio Salarysheet tof afer SIc=Tm=1 3599 4

A B G o [ e | r ] s [ n ] 1 [y K L M ¥
1
=] Computer World
% Mukto Bangla Shoping Complex, Mirpur-1, Dhaka
5 | Present Information FIXED SALARY Deduction TOTAL
SINo. | Emply Name | Designation Late | Leave Tot. BASIC HR MA Total P.Fund | INSURANCE | Advance NET
6 Days PAYBLE
71 Hafsa Instractor 12 4 26 7000]  1050] 48000 8540 350 210 6841.33
8|2 Pakiza Tuli Executive 5 1 29 7500 1125 52500] 9150 375 225 8000 224500
93 Tamima Islam | Executive 4 1 29 8000 1600| 800.00| 10400 560 320 9173.33
104 Sumi Akhter |Instractor 3 1 29 6500 975| 45500 7830 329 195 714587
15 Hafiz Instractor 2 0 30 9000 1980) 1080.00] 12080 720 450 10890.00
1216 Rabeya Akhter |Executive 2 0 30 TO00|  105Q] 49000 8540 350 210 3000 4930.00
13 |7 Anamika Executive 3 1 29 7000 1050]  490.00] 8540 350 210 769533

(@ A FPACHF ST Ao PAPO] JCACRT | OV [ICFEd (@O R Sl
vl | @reidd Basic @etas ©A fefe st House Rent (HR), Medical
Allowance (MA), Provident Fund (P.Fund), Insurance f~€me a1 =21
20T 07 o @G Sheet tofa e |

P B c 5} F H | J K L M N
1
N Computer World
% Mukto Bangla Shoping Complex, Mirpur-1, Dhaka
5 | Present Information FIXED SALARY Deduction TOTAL
Sl No. | Emply Name | Designation Late | Leave Tot. BASIC HR MA Total P.Fund | INSURANCE | Advance NET

[ Days PAYBLE
71 Hafsa Instractor 12 7000

8|2 Pakiza Tul Executive 5 7500

9|3 Tamima lslam | Executive 4 3000

104 Sumi Akhter | Instractor 3 6500

115 Hafiz Instractor 2 9000

12 |G Rabeya Akhter |Executive 2 7000

13|7 Anamika Executive 3 7000

Leave g

3T A Leave @@ I | Aroidd Late-93 T fofe ot Leave &3 s
T3 | 43T TS Aro5s © Ui @ Leave €31 =1 | (T CF@ © e aFme, u

=% s qite Cell wracs fagre e fefa = aiE |
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Computer World
Cash Memo
1 Mukto-Bangla Shopping Complex, Mirpur-1, Dhaka-1216
. i : : Total .
Sl No Item Quantity | Unit Price| Total Price | Discount| MNet Price
2 Discount
3 1{Mouse 150 400 15%
4 2|Keyboard 540 700 20%
D 3(Monitor 460 25000 20%
b 4|Fan 521 2500 5%
7 S|AC 458 60000 7%
8 B(Printer 325 6000 15%
9 7|Calculator 16 700 30%
10 g(FPen 125 70 22%
11 9|Scanner 415 3000 15%
12 10| CC Cemera 620 1800 25%

Total Price: E3 w1 5139 $%5=C3*D3
Total Discount: G3 T 512 FF=E3*F3
Net Price: H3 &1t 5189 $%9=E3-G3

Stock Maintain: eIt GF6T (TR AR AT | O

ﬁtﬁwww

wolea [~ (e e e e

10
1
12
13

D £ F G I J 4 L
Computer World
Stock Maintain
Purchase Product Sale Product Rest Product
S/N| Product Name - — - - — - - — — Stock Amount
Quantity | Unit Price |Total Price| Quantity | Unit Price | Total Price |Quantity | Unit Price | Total Price
1 Hard Disk 1 TB 1500 3700 5550000 750 3700 2775000 750 3700 2775000 5550000
2 Ram DDR4 2000 2400 4800000 1200 2400 2880000 800 2400 1920000 4800000
3 Driver 2019 500 100 50000 300 100 30000 200 100 20000 50000
4 Power Supply 2500 800 2000000 1500 800 1200000 | 1000 800 800000 2000000
5 Cooling Fan 1500 400 600000 700 400 280000 800 400 320000 600000
6 Keyboard 2000 500 1000000 900 500 450000 1100 500 550000 1000000
7 Mouse 1000 300 300000 600 300 180000 400 300 120000 300000
8 |Monitor Dell 18.5"| 1500 6000 9000000 800 6000 4800000 700 6000 4200000 9000000
9 Pendrive 32 GB 1000 600 600000 600 600 360000 400 600 240000 600000
10 VIGA Cable 500 300 150000 280 300 84000 220 300 66000 150000




| - B c :
Computer World
Mirpur, Dhaka-1216
(14 29
Income Statement

1
2 Revenue Title Taka Expenses Title Taka
3 Service Revenue 600000 Rent Expenses 50000
4 | Sales of profit 150000 Salary Expenses 40000
5 | Purchase Discount 200000 Utility Expenses 200000
6
7 | Total Taka Total Taka
8 | Net Income

Revenue Total Taka B7 @1t i3 3@ w6110 512+~ =SUM(B3:B5)
Expenses Total Taka D7 &= 3% 3t =116 5182 S =SUM(D3:D5)

Net Income B8 ¢ 555 3¢ T3e11fs 518 F =B7-D7

R =29lo IIRIT IR GO TIRWIR ([0 '8 g« el Feeess

70 A| B | € | D |E |F |G |H |I |J |[K |L |M|N
1 T
Computer World
Mirpur, Dhaka-1216
1 “Within Over Time” Salary Sheet
2
S1 Employee AT 2 HR MA TA Insu P.f
No. Naboo Designation | Basic a5%) | (10%) | (17%) OT | OIS | G.P ©0%) | (1%) D | TS
3 (101 | Leen Instructor 15000 40
4 | 102 | Monir Manager 17000 25
5§ (103 | Ety Graphic D 16000 36
6 | 104 | Jannat Executive 15500 32
7 | 105 | Syed V. Editing 16000 40

H.R)-House Rent =D3*15%

(MLA)-Medical Allowance =D3*10%

(T.A)-Travel Allowance =D3*17%  (O.T)-Over Time
(O.T.S)-Over Time Salary =D3/240*H3

(G.P)-Gross Pay =D3+E3+F3+G3+13

(Insu.)-Insurance =D3*9%

(P.F)-Provident Fund =D3*7%

(T.D)-Total Deduction =K3+L3




Pivot Table
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Computer World
Mirpur, Dhaka-1216

1 Salesman Report

) Name Region Company Item Nl;r:IZer ::;te Sold Amount
3 | Imran Dhaka XYz Monitor 50 15000 750000
4 Bashar | Ctg ABC Keyboard 45 600 27000
5 | Sadik Dhaka EGF Hard Disk 15 1500 22500
6 | Monir Cox'sBazar | Mitaly Ram 65 3000 195000
7 | Aminul | Rajshahi DEF VGA Cable 32 570 18240
8 | Shohel Noakhali Jac Mouse 60 150 9000
9 | Zubayer | Barishal FDD Power Supply 25 850 21250
10 | Imran Ctg XYZ Monitor 50 15000 750000
11 | Bashar | Ctg ABC Keyboard 45 600 27000
12 | Sadik Dhaka EGF Hard Disk 15 1500 22500
13 | Monir Barishal Mitaly Ram 65 3000 195000
14 | Aminul | Rajshahi DEF VGA Cable 32 570 18240
15 | Shohel Noakhali Jac Mouse 60 150 9000
16 | Zubayer | Barishal FDD Power Supply 25 850 21250
17 | Imran Dhaka XYz Monitor 50 15000 750000

TS RICS T (PR THITE (A0S AR, @ G THIIe (At e Pivot
Table @3 s Koy 0w (GFRe Coft FCo FRTET | URTIe UF2 THTFE (AP
fFeitg s Salesman @3 TN &1 SEvreltd GReT 47 T=0Ee ATl I @3
FEre ST F#1dT |
Pivot Table Tof 399 & (@ ©HIISH (o FAT AR (T2 TIGICISG W
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Speaker Note = @ECHHAR eTodL TRE F9F fuife  faaeest
Presenter-43 3g A4l @R @ISCH*F GNP ©f (AF I60 I | Swyed
Audience Hand-outs = cateco=taa et Audience-ma G@TSeo=is 12
oIS <Rl Cofid &y (@ (15 (M 23 ©IF |

ANeTATD & 41 (Starting Microsoft PowerPoint)
fafse =@ o W3twEres PowerPoint Ffdweng 355, 341 @itz & |
MoFeIta PowerPoint 2956 a1 AR fNToa iofedet, SEpiRel 0 TSGR0
PowerPoint s 3 |

». Start Button-¢ fg= =ta All Programs-«¢, fs5< <+ |
2. @ Sub-menu @t Microsoft “Office @3z Microsoft Office
PowerPoint 2007-4 &% 3

Bt

RG] S s 6o 1 &=y Desktop-a PowerPoint-a3 igsw 3@ 33 A1l
| RIS YL TR e Fe Fa=z PowerPoint 57 =31 Soitaa
et IR qiAfbts @t Right Click>Send to>Desktop (Create

Shortcut) e @ |
148 Lemao Builder 4 Finto | askbar
[} Games Pin to Start Menu
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Form
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Query
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(TP TS ST TIOIS 0 ({9 Face Query F41 =7 |

Report
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1. www.bdjobs.com . www.plusjobs.ca
2. www.chakri.com 31. www.jobs.gc.ca
3. www.hotjobs.com 32.“www.actijob.com
4, www.jobweb.com 33.. www.canjobs.com
5. www.monster.com 34, www.jobs.ac.uk
6. www.job-hunt.org 35. www.topjobs.co.uk
7. www.jobbankusa.com 36. www.jobs.guardian.co.uk
8. www.nationjob.com 37. www.ukjobsguide.co.uk
9. www.jobware.org 38. www.bbc.co.uk/jobs
10. www.ajb.org 39. www.gojobsite.co.uk
11. www.directjobs.com 40. www.jobline.se
12. www.job.org 41, www.jobs-society.se
13. www.usajobs-opm.gov 42. www.americaninsweden.com
14. www.jobsmart.com 43. www.careers.orq
15. www.overseasjobs.com 44, www.jobs-in-europe.net
16. www.jebcenter.com 45, www.adminet.com
1{73. Www.stateiobsdqomt 46. www.singaporejobsonline.com
- Www.overseasdigest.com 47 . www.jobs.comsg
197 www.jobsinjapan.com 48. www.jobstreet.com.sg
20. WWW.!apanu_obsqulde.com 49. www.jobcyclone.com
21. www.japan-jobs.com 50, www.ivi K
T ; . jylice.co.kr
22. www.jobitaly.it 51. www.Koriob.com
23. www.jobline.it ) : =
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26. www.jobsearch.gov.au 54. www.saudijobs.com
27. www.jobnet.com.au 55. www.jobvertise.com
28. wWww.mycareer.com.au 56. www.saudirec.com
29. www.canadajobs.com 57. www.ijive.com
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