IBTISAMUL HASSAN KHALID

Business Operations & Systems | Admin | E-commerce & Web

+880 1540-047424 | khalidforofficial@gmail.com | Chattogram, Bangladesh
Linkedln | GitHub | abagromart.com

PROFESSIONAL SUMMARY

Operations and admin professional who has both run a business of his own and built the operating systems for a new one. Turns
manual, paper-based work into spreadsheets, scripts and documents that staff use every day: order management, double-entry
accounting, HR and payroll records, and a WooCommerce online store. Hands-on with Excel, Google Sheets, Apps Script,
WordPress/WooCommerce and basic Python.

PROFESSIONAL EXPERIENCE

Admin & Website / Online Operations | AB Agro Mart 2026 - Present
e Built 9 linked spreadsheet systems, from task tracking to double-entry accounting; 11,000+ formulas checked against
hand calculations with zero errors.

e Run order management through monthly workbooks (a tab per day, self-calculating totals), plus supplier records, HR
records, attendance and payroll.

e Designed, developed and configured abagromart.com (WordPress/WooCommerce): 146+ products with structured
profiles, checkout, delivery workflow, and policy pages (About, Privacy, Terms, Shipping, Return & Refund, Cancellation,
FAQs).

e Automated new-order entry from WooCommerce into Google Sheets (webhook + Apps Script), and built a
Python/Node.js pipeline that generates product profile documents from one spreadsheet.

e Built the AB Traderz wholesale landing page (React) with a Google Sheets-connected registration form.

e Designed staff-facing documents: bilingual (English/Bangla) appointment letters, printable order slips, rider fuel logs,
employee database, ID cards and a fixed-asset register with automatic depreciation.

Founder & Operations Manager | Smiley Bites (fast-food shop), Mirpur, Dhaka Jul 2024 - Jan 2026
e Ran the shop end to end: daily operations, staff scheduling and supervision, sales and order management.
e Managed inventory, cash collection and daily sales records; handled customers and resolved issues on the spot.
e Ran the shop’s Facebook page with regular product posts, updates and customer replies.

Assistant Sales Representative | Sumis Hot Cake Jan 2024 - Jun 2024
e Handled customers and cash transactions, kept sales records and supported inventory to meet daily targets.

Founder | T-Shirt Business (self-employed) 2023
e Managed product sourcing, customer orders, order records and direct customer communication.

Assistant Teacher | Darul Quran Academy 2022 - 2023

Assistant Accountant | Bibek Al Abrar 2021 - 2022
e Maintained daily accounts and financial records; prepared financial reports and documentation.

Waiter & Assistant Cook | The Burgery 2020 - 2021

SKILLS

Spreadsheets & Data: Excel (formulas, lookups, pivots), Google Sheets, Google Apps Script, data verification

Accounting & Admin: Double-entry bookkeeping, Chart of Accounts, Trial Balance, P&L, Balance Sheet, payroll, HR records,
documentation

Web & E-commerce: WordPress, WooCommerce, product catalog management, policy content, React/Vite landing pages
Automation: Python (basic), Node.js scripts, webhooks, one-command document pipelines
Other: Bangla & English typing, team coordination, cash handling, problem solving

EDUCATION
Associate Degree in Business Administration | University of the People In progress, started June 2026
HSC (Commerce) | Cumilla Victoria Government College GPA 4.33/ 5.00
SSC | Perul High School GPA 4.89 / 5.00
LANGUAGES

Bengali (native) e English (working proficiency) e Hindi e Urdu
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