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________________________________________________________________________ 

Summary of Qualifications: I have more than 18 years experience of senior-level Logistics, Administration, International and local Procurement, Customer Service and Foreign Language Interpretation and Translation experience. I have worked with CARE, American Embassy, Dhaka, Bangladesh and USAID/Bangladesh. Due to my vast logistics, Human Resources, Administration and Disaster Management experience I was sent to Rwanda on a 3 month TDY. I received Meritorious Honor, Cash, On the Spot, Extra mile, You Made The Difference, awards for my work, cost saving, commitment, and integrity. I was trained in various administrative, procurement, disaster management in Dhaka, Philippines, USA and Hungary.  I was specially trained in preparation of Contracts, Purchase Orders, Assistance instruments such as Cooperative Agreement and Grants. I have monitored various awards and liaised with a broad range of professional partners of USAID. My linguistic abilities in English, Persian, Dari, Urdu and Bengali contributed to the successes of the project in various areas. 

Acquisition & Assistance Specialist      

Dhaka, Bangladesh

USAID/Bangladesh                                                                  Winter 2005-Present

                        

Prepared Contracts, Purchase Orders Cooperative Agreements in different USAID portfolios. Worked with Technical Offices, partner organizations in preparation of awards. Prepared Administrative approvals for partners.

Made site visits to monitor partner activities.

 

Procurement Specialist                                                             Dhaka, Bangladesh     

American Embassy/Bangladesh                                               1998-Spring 2007

 

Prepared Purchase Orders for the Embassy for various materials.  

Placed online orders for books, magazines, newspapers and various items from USA

Browsed internet extensively for best quality, reasonable price items.

Handled special projects with the Dept of Defense.

Handled local cash purchases from market.

Handled special Outreach activities of American Embassy.

 

Protocol Officer                                                                                Dhaka, Bangladesh

American Embassy/Bangladesh                                                          1996-1998
 
·  Performed full range of protocol and Representational functions and serve as staff assistant to the American Ambassador in Bangladesh.

· Liaised with Bangladesh Government on behalf of the Ambassador.
·  Advised on local customs, holidays, ceremonies, commemoration of special events, and congratulatory messages. Provided advice and recommendations on prospective events, and on embassy practice.

 
   Section Support Manager                                                                           Dhaka, Bangladesh
   CARE-Bangladesh                                                                                        1987-1996
            
 
·  Handled Expatriate Affairs, Shipping, Dealing with Government Ministries Local and International Procurement.

· Underertook trips to various CARE-Sub-offices to monitor Administrative functions.
· Served as a member of recruitment Committees. Evaluated employees and gave     
 recommendation on their annual performances.
 _____________________________________________________________________________
My Attributes

Achieving Results

    *  I take and accept personal responsibility for what I do
    * I am always focused on results rather than the process for getting there

    * I manage prudently the resources, both money and people

    * I learn from my own and others’ experiences all the time.

Being Innovative

    * I am ready to experiment and take some informed risks in what I do

    * I can think and act creatively

Communicating

    * I always communicate and share information with others

Making Decisions

    * I can make clear and timely decisions and make sure there is accountability for putting them into practice and judging results

Serving Customers

    * I can understand and meet our customers’ needs, whether the customer is a visitor, a tenant, a volunteer, a partner, a policy maker or another member of staff

  * Take pride in all we do

_____________________________________________________________________________


PERSONAL AND OTHER ACTIVITIES
  
· Contributed various articles on culture to Bangladeshi newspapers and Dubai based Gulf News.
· Conducted the External Services Broadcast of Radio Bangladesh in English.   
· Maintain excellent interpersonal relations.
______________________________________________________________________________
EDUCATION
 
Master Degree in International Relations, Dhaka, University 
 
Bachelor Degree in International Relations, Dhaka University 
                                                                                  
