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Name




: Iffat Sharmin         

                            
Date of Birth



: 30.05.1973

Address 



: House-16/10 (1st Floor), Section-12,    

        


              
  
Pallabi, Mirpur, Dhaka-1216

Email 




: keya19732004@yahoo.com   

Contact Phone 



: (+88)-01711-643760 

Expected salary



: Negotiable 

LinkedIn ID



: https://bd.linkedin.com/in/isharmin 

Educational History

:

Master of Laws (LL.M.)


: Passed in 1999 from Dhaka University  

Bachelor of Laws (LL.B.)


: Passed in 1997 from Dhaka University

(With Honors)

 

Higher Secondary Certificate

Examination (Science Group)

: Passed in 1992 from Holy Cross College, Dhaka  

Secondary School Certificate

Examination (Science Group)
: Passed in 1989 from Holy Cross Girls High School, Dhaka

Professional Education
:

(1) Completed Advocate ship in 1998 from Dhaka Bar  

 
     Council and enrolled as an advocate in the Dhaka   

     Bar Council till date.

(2) “SA8000 Lead Auditor” 

Fields of Specialization & Skills
:
· Auditing

· Risk Management

· Conflict management

· Excellent Verbal, Non-Verbal, and Written Communication
· Leadership
· Professionalism

· Hardworking

· Time Management & Multitasking

· Problem solving 

· Training & Development

· Project Management

· Think out of the box/Creativity

· Critical Thinking

· Team player

· Research and Development

· Administration

· Emotional Intelligence
· Translator
Present Employment
:

· Self Employed (Freelance Auditor & Translator)

· Office Administrator:

Capable to –

· Support company operations by maintaining office systems and supervising staff.

· Maintain office services by organizing office operations and procedures, controlling correspondence, designing filing systems, reviewing and approving supply requisitions, and assigning and monitoring clerical functions.

· Provide historical reference by defining procedures for retention, protection, retrieval, transfer, and disposal of records.

· Design and implement office policies by establishing standards and procedures, measuring results against standards, and making necessary adjustments.

· Complete operational requirements by scheduling and assigning employees and following up on work results.

· Keep management informed by reviewing and analyzing special reports, summarizing information, and identifying trends.

· Maintain office staff by selecting, orienting and training employees.

· Maintain office staff job results by coaching, counseling, and disciplining employees, and planning, monitoring, and appraising job results.

Summary of Qualification as translator-
 
· Passionate bilingual translator with 3 years’ experience in English-Bengali translations. Successfully translated over 300 complete text projects, including legal documents, website content, news articles, and corporate reports.
Previous Experience

:


A) 

Employer
: MI HUB Limited. (Bangladesh Liaison Office)

  Uttara, Dhaka.



Position



: Ethical Compliance Manager

   (Responsible for Bangladesh/Pakistan/Sri Lanka & Vietnam)
   (Duration: 25th Sept’2014 – 15th Dec’2021)

Description and main business
: Buying office

How many people managed
: Key responsible person for Bangladesh/ Pakistan /    

 
  Sri Lanka & Vietnam. Handling 50 factories in total. 

Customers
: check our web page http://www.dimensions.co.uk 

Countries where the factories are 

based & under my responsibility
: Bangladesh, Pakistan, Sri Lanka & Vietnam.

Other Countries where we have  

Production office
: UK

The gender and main product 

types 
: Uniforms / Workwear 

Job Responsibilities: 

· Working directly with suppliers on corrective and preventative action plans.

· Development, oversight and monitoring of compliance programs within the company.

· Liaising with 3rd party auditing firms to schedule and conduct factory audits to scope.

· Reporting audit results to senior management and the status of corrective action plans.

· Conducting pre-assessment and internal audits, with factories, in preparation for and ahead of 3rd party audits. 

· Remaining update of relevant employment laws, fire safety standards, social and environmental issues.

· Direct, in-country management of corrective action process for fire safety, social and 
environmental issues for all active factories in Bangladesh, Pakistan, Sri Lanka and Vietnam

· Developing relevant educational initiatives and training programmes for the supply base, to improve compliance standards. 

· Work with relevant organisation like the ETI (Ethical Trade Initiative) and NGO’s to ensure that MWUK is well placed to understand and participate in new and meaningful industry initiatives.

· Communicate and promote the compliance agenda with all internal staff and departments to engender support and increase chances of success.

· Develop a risk-based system for determining key non-compliance and that a suitable method for scoring audit results is maintained.

· Review all documents and other information relevant to CSR activities. 

· Completes special projects and reports as assigned.

· Join and participate all workshops, seminars and reviews of industry standards.

· Follow up Accord/Alliance, RSC & Nirapon audits/inspections on Fire & Building Safety Initiative in Bangladesh
including all development and implementation participation

· Organize and supervise all office activities like housekeeping, cleanliness, recycling, renovations, event planning etc.

· Ensure labor law practices, uniform social compliance and human right standard throughout the Company

· Conducting Training, Fire Fighting Drill Practice and following up its Improvement

· Coordinating office activities and operations to secure efficiency and compliance to company policies
Office HR & Administrator Job Responsibilities:
· Supports company operations by maintaining office systems and supervising staff.
· Maintains office services by organizing office operations and procedures, controlling correspondence, designing filing systems, reviewing and approving supply requisitions, and assigning and monitoring clerical functions.

· Provides historical reference by defining procedures for retention, protection, retrieval, transfer, and disposal of records.

· Complete operational requirements by scheduling and assigning employees and following up on work results.

· Keep management informed by reviewing and analyzing special reports, summarizing information, and identifying trends.

· Maintain office staff by selecting, orienting and training employees.
· Organizer of office annual excursion/outing. 
B) 

Employer
: Lindex Bangladesh Liaison Office

  Gulshan-2, Dhaka. 



Position



: CSR Responsible, Bangladesh & Pakistan  

   (Dept. Head in Bangladesh/Pakistan office)
   (Duration: 17th Dec’2012 – 24th Sept’2014)

C)

Employer
: Carrefour 

  Uttara, Dhaka.



        






Position



: Social, Environment & REACH Coordinator 

   (Dept. Head in Bangladesh office)
   (Duration: 1st Dec’2011 – 14th Dec’2012)

D)

Employer
: Seba Limited

  Banani, Dhaka.



        






Position



: Business Development Advisor


   (Duration: 1st Aug’2011 – 30th Nov’2011)

E)

Employer
: Omega Compliance Ltd.

  Gulshan-1, Dhaka.



        






Position



: Sr. Compliance Auditor


   (Duration: 25th Jan’2010 – 10th Aug’2011)

F) 

Employer
: Li & Fung Bangladesh Ltd., 

  Uttara, Dhaka.
 


        





Position



: Compliance Officer


   (Duration: 9th Oct’2005 – 25th Jan’2010)

G) 

Employer



: Philips-Van Heusen Far East Ltd. Banani, Dhaka.

(USA based buying house) 



        






Position



: Compliance Officer



   (Duration: 25th Apr’2005 – 16th Jul’2005)

H) 

Employer



: Tex-Ebo International Pte. Ltd. Uttara, Dhaka.

(Singapore based trading house)
        






Position



: Social Compliance Officer






   (Duration: 25th May’2004 – 24th Mar’2005)

I)

Employer



: H&M International Ltd. Gulshan, Dhaka.

(Swedish buying house)
        






Position



: Code of Conduct Inspector





                                                                         (Duration: 14th Jan’2001 - 31st May’2004)

J) 

Employer


: Bangladesh Legal Aid & Services Trust, (BLAST) 

                                                              
Segunbagicha, Dhaka.
        






Position



: Research Assistant

 (Duration: 25th May’1997 - 31st May’1998)

Training:

Title of the course

      Institute
             

Duration

        
Year 

A. Basic First Aid                       Bangladesh Red                
10-12th Feb 


2020

                                                     Crescent Society                                                                                                

B. Fire Safety Management           Bureau Veritas             
6th Oct        

             2013

C. Fire Safety Awareness                    WRAP

 
26th May                                    2013                                                              

     Training Course

D. The Auditing for Fire Safety         Social Accountability 
11th Feb 

            2013

     in the SA8000 and BSCI                International - SAI                                                                                                 

     Systems Webinar

E. ToT Training-Programme
  
GIZ 

   30th Sept-2nd Oct

            2007

     Training and Moderation

     Techniques

     Dhaka, Bangladesh.

F. SA 8000



SEDF 

    17th-21st April

            2006  

     Lead Auditor                                     & 

      University of Asia Pacific

G. BSCI Workshop
          
      
B&C                     6th December
                    
2005                

H. WRAP – Awareness/
      WRAP&ITS              28th October
                    
            2004                Technical Training Seminar

I. Environment and 
                        BELA
                13th-18th March
              
1999

Environment Law

J. Clinical Legal 

   Law Clinic of the
      12th Oct.-1st Feb                          1996-1997 Educational Program
                Faculty of Law,

 



  Dhaka University

Key Company training:

A. Title



: C-TPAT Training & Meeting 

 

       Duration


: May 16th – May 21st, 2010.

       Venue


: Gurgaon, Delhi (India) 

B. Title



: Regional Training & Meeting 

 

       Duration


: June 26th –July 5th, 2005.

       Venue


: China & Hong Kong 

C. Title



: Worst form of Child Labour in Bangladesh.

     Duration


: 19th – 20th June 2002.

     Venue


: BRAC Auditorium (BRAC Center)

D. Title 

: On the Legal system of Bangladesh, organized by Law Readers.

     Duration

: 2nd & 3rd December 1995.

     Venue


: BIRDEM Auditorium, Dhaka.

Factory audit/inspection outside Bangladesh:

· Yangon (Myanmar) - Social Compliance

· Pakistan – Social & Environment Compliance 

· Vietnam - Social Compliance

· Sri Lanka - Social Compliance

· China - Social Compliance

· UK - Social Compliance

Extra curriculum Activities
:

· Member of cultural team in school & college.

· Member of science club in school & college.

· Member of voluntary team in school & college. 

Language proficiency


: Bengali, English, Hindi (Speaking only)

Computer knowledge


: MS Word, MS Excel, Power Point, Internet and E-Mail.

Work Experience - As Freelance Translator

· I am proficient in both languages, including English and Bengali. I have experience in translating information from one language to another, which makes me to work as a translator at your organization. 

· I am capable to translate documents (including correspondence, reports, and legal documents) in a culturally appropriate and concise manner from and into Bangla and English

· Can provide translation support including proof reading documents drafted and/or translated; can do editing, revising and rewriting as needed to ensure proper quality and reflection of content. 

· I always make sure that I maintain the essence of the document that I am translating by not changing anything in it. Can work closely with team members if needed. 

· I have translated conversations during meetings and seminars quite extensively. By listening intently to what the source language speaker is saying, I can quickly process the information that he or she wants to relay and translate it into the target language. Ready to perform other duties and responsibilities as required and necessary within the area of responsibility including frequent travel inside or outside the country.

Translator at APSCA:

· Working as Lead Translator to translate, edit and proofread all APSCA documents for Bengali language.

· Met and managed set translation deadlines.

Referees: 

1)
Name: Khawaja Saifullah 
    
Organization: Tex Solution

    
Designation: Executive Director

    
Mob: (880) 1708-145066 
    
E-Mail: khawaja.saifullah@gmail.com OR saifullah.k@e-texsolution.com 
2)
Name: Maruf Ahmed 
    
Organization: Arche Advisors
    
Designation: South Asia Regional Manager

    
Tel: (880) 1711-568724 

    
E-Mail: maruf@archeadvisors.com    
