EDUCATION
· Master of Business Administration, Major in Finance, Stamford University, Bangladesh. January 2010- April 2011.
· Bachelor of Business Administration, Major in Finance, Stamford University, Bangladesh. January 2005- April 2009.

PROFESSIONAL TRAINING
· Association of Chartered Certified Accountant, Part Qualified, ACCA reg no. 6324836.
· Software Quality Assurance (Software Testing: Manual & Automation, JAVA, SQL) conducted by S2 Strategies.
· Advanced Excel learning conducted by Creative IT Ltd.
· Structured Query Language (SQL) conducted by RCV Academy.
· Anti-money laundering / CFT and prevention of trade-based money laundering, conducted by the Bangladesh Institute of Bank Management.
· Investment processing and management, conducted by the Bangladesh Institute of Bank Management.
· [bookmark: _GoBack]Foreign Trade & Foreign Trade Operation, conducted by the Shahjalal Islami Bank Training Academy.

WORK EXPERIENCE
First Executive Officer
Shahjalal Islami Bank Ltd. 
(Dec 2013- Apr 2024)
Dhaka, Bangladesh

Foreign Trade Department 
(Jan 2021-Apr 2024)
Responsibilities:
· Having comprehensive knowledge in foreign trade (Import/Export/Remittance) business operations, documentation, along with foreign trade regulations act, ICC publications (UCP/URR/URC etc.) and guidelines of Bangladesh Bank for foreign trade transactions.
· Advising on Export L/C (Both Local and Foreign).
· Checking of Export L/C & opening of Back to Back L/Cs against the same as per entitlement.
· Scrutiny of related import documents lodgment, obtaining acceptance & confirming maturity date against Back to Back L/Cs.
· Negotiation of Export Documents and passing of vouchers thereof.
· Opening and payment of Local L/C.
· Preparation & checking of all vouchers related to all transactions related to export & import bills settlement, including recovery of interests, commission, and charges.
· Handle exchange house-related business.
· Process cash incentive/Duty Drawback cases within the set rules & Regulation.
· Ensure proper & timely correspondence in relation to FED with concerned parties/ authorities.
· Monitoring all statutory submissions & compliances of all governing requirements with the proper authorities/ departments.
· Checking, monitoring, and ensuring the proper documentation against sanction limits and compliance with all terms and conditions by the clients.
· Preparing the Monthly Commodity Statement, Proof sheet, as well as monthly, quarterly, and half-yearly statements.
· L/C Transfer.
· Posting of On-Line Exp Monitoring in the On-Line Export Management System of Bangladesh Bank.
· Scrutiny of import documents, obtaining acceptance & confirming maturity date against deferred letter of credit.
· Negotiation of Export Documents and passing of vouchers thereof.
· Opening and making payments for local and foreign letters of credit.

Investment Department (Jul 2014- Dec 2020)
Responsibilities:
· Analyze and verify a client's creditworthiness who has applied for a loan, and submit credit and loan applications to the credit manager with recommendations for approval or rejection. 
· Prepare credit applications of WSB/GB relationships in line with credit risk policy guidelines, deliver quality as per the set performance level agreements, and ensure proper reflection of RWA (Risk-Weighted Assets).
· Prepare facility agreements and security documents as per credit approval and in accordance with all relevant regulations and policies.
· Coordinate with legal counsel to resolve any legal matters related to facility agreements and security documents.
· Ensure the perfection of security documents as per credit approval and in line with all relevant regulations and policies. .
· Communicate any anomalies and discrepancies related to security documents to Relationship Managers to facilitate the timely resolution of these discrepancies.
· Ensure timely updates of perfected security documents in the banking system and coordinate with external vendors to generate valuation and inspection reports.
· Timely update and perfect customer insurance policies as per credit approval.
· Maintain credit facilities of customers in the banking system as per the facility agreement. Disburse and settle loans as per terms and conditions stipulated in credit approval. Executing other loan-related transactions.
· Ensure the highest level of control while executing transitions in accordance with relevant regulations and policies.
· Prepare various customer letters and maintain departmental data for management information.
· Strictly follow Service Level Agreements and deliver tasks with minimum errors, and thoroughly maintain the Time Capturing system to improve operating efficiency.
· Ensure awareness of Group and Local Regulatory Policy, Internal and External Audit Findings, and Guidance from Compliance regarding own area of operations.
· Prepare credit appraisals, financial statements, and CRG ratings to select borrowers.
· Conduct field and on-site visits to verify the proper use of loan amounts. 
· Track classified loan portfolios, manage credit quality reviews, and maintain the Risk Rating System.
· Liaising with clients on collection matters and following up on overdue accounts.
· Monitor all loans/advances, documentation deficiencies, and other related matters.

Customer Service Department 
(Dec 2013-June 2014)
Responsibilities:
· Create personal and non-personal accounts, offering automated, telephone, and online banking services.
· Conduct interviews for personal, mortgage, student, and business loans.
· Increase sales of deposit, investment, credit, and loan products and services.
· Provide clients with solutions for financial objectives like business expansion, debt management, and investment.
· Ensure excellent customer service with the highest standard of governance & regulatory compliance in line with the regulatory requirements & Bank’s directives.

Executive (Accounts & Freight Operations)
Classic Freight Ltd. (Jan 2011- Nov 2013)
Responsibilities:
· Schedule the movement of shipments with carriers (via truck, ocean, and air) to the assigned origin and/or destination points, and follow up to ensure timely arrival by negotiating rates with local carriers.
· Develop knowledge of the shipping process and government regulations through cross-training with other team members.
· Develop knowledge of the shipping process and government regulations through cross-training with other team members.
· Coordinate and work closely with appointed field contacts to ensure common objectives are met, support the Logistic Manager/Analyst in achieving corporate goals, and provide recommendations for continuous process improvements.
· Assist in the day-to-day operations of the export department.
· Process documentation for the physical movement of cargo.
· Develop and maintain an excellent working relationship with internal departments and/or vendors.
· Learn the billing function.
· Develop basic negotiation skills.
· Communicate client issues or changes to the next level.
· Plan and oversee the operational logistics of supply-chain work units or departments.
· Consult with production supervisors to schedule production runs in a cost-effective and time-efficient manner.
· Communicate regularly with other production coordinators, warehouse, production and construction supervisors, and purchasing and inventory clerks to coordinate activities between warehouses, production floors, construction sites, or other supply chain work units or departments.
· Maintain an inventory of materials and parts needed to complete production.
· Prepare and maintain various reports on the progress of work, materials used, rates of production, and other production information, using manual or computerized systems.
· Transportation logistics coordinators
· Coordinate and monitor the logistics of the movement of parts, supplies, and materials within an establishment and ensure that supplies, materials, and products are shipped and received on schedule.
· Prepare and process all customs documents for International & U.S. shipments.


Executive (Accounts)
Ancient Builders Ltd. (May 2010- Dec 2010) 
Responsibilities:
· Supervise and monitor all construction work to ensure the progress of construction as per the drawings and other relevant documents.
· Monitor and maintain the quality of construction work as per design specifications.
· Preparing estimates, check requisition lists, ensure quantity & quality, and maintain stock control.
· Prepare an estimate of the materials.
· Prepare Measurement Book & other site-related documentation, and check the contractor`s Running bill. 
· Maintain and enforce high-quality construction standards and quality control.
· Meeting with clients to discuss the scope and scale of the project.
· Traveling to job sites to gather information on materials, labor, and other factors.
· Collaborating with engineers, contractors, and architects.
· Consulting with industry experts to discuss cost estimates.
· Identifying and quantifying all cost factors involved in the project.
· Using computer software to calculate cost estimates.
· Preparing and presenting cost reports for clients.
· Reviewing expenditure statements during all phases of the project.
· Record financial transactions and create, manage, and reconcile different accounts using both manual and computerized bookkeeping systems.
· Register journal entries and reconcile accounts, compile trial balances of financial records, manage general ledgers, and generate financial statements.
· Compute and generate checks for payrolls as well as utility, tax, and other outlays.
· Fill out and electronically submit tax remittance forms, workers' compensation forms, pension contribution forms, and other official government paperwork.
· Prepare tax returns and provide additional personal bookkeeping services.
· Generate additional statistical, financial, and accounting compilations.


Intern 
Hong Kong Shanghai Banking Corporation Ltd. (Apr 2009-Jun 2009)
Responsibilities:
· Advised customers on bank services for their needs (e.g. loans and credit cards);
· Managed customer bank accounts; opened, closed and oversaw transactions;
· Resolved issues with banking services and accounts;

· Referred clients to in-house financial experts, as needed;
· Reached out to potential customers to generate new business;
· Presented financial products and services to existing and prospective customers;
· Performed administrative duties (e.g. entering data into banking software);

INTERESTS
Reading, traveling, trekking, and fishing.

REFERENCES
Available upon request.














           


















Emdadul Huq ACCA(part qualified), MBA, BBA
Address: 8988 Rue Jeanne-Mance, Montréal, QC H2N 1X5, Canada.
Phone: 438-229-7071
Email: emdad_adnan@live.com
__________________________________________________________________________________
An experienced and passionate professional with 14 years of experience in banking, accounting, freight, and various other sectors. Skilled in strategic thinking, commercial awareness, stress management, determination, planning and execution, communication, resilience, and attention to detail. Adept at customer service, financial analysis, project evaluation, risk assessment, data management, report writing, and international trade. Proficient in Microsoft Office Suite, Structured Query Language (SQL), Bank Ultimas, SWIFT, and accounting software. I am an innovative thinker seeking a more challenging role where I can apply my expertise to benefit a company.





