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National Council of YMCAs of Bangladesh

1/1 Pioneer Road, Kakrail, Ramna, Dhaka — 1000

RECRUITMENT ANNOUNCEMENT
Background |

National Council of YMCAs of Bangladesh in brief NCYB is the collective body of Local YMCAs located at the
different parts of Bangladesh. NCYB was established in 1974 and registered under the Societies Registration Act
- 1860 in 1974 as a Voluntary Organization. NCYB is an affiliated member of Asia and Pacific of Alliance of
YMCAs and World Alliance of YMCAs. YMCA International House project is a 13th stored building (a project
of NCYB) which located at B-2, Jalesware, PO: PATC, Savar, Dhaka-1343 owned by National Council of
YMCAs of Bangladesh. The management of National Council of YMCAs of Bangladesh is planning to run a
hotel (YMCA International House) at that building from level 5-14 at commercial basis. The profit of this
project will be utilized for strengthening YMCA movement in Bangladesh. Therefore, we are looking for a
passionate and energetic individual for following two positions;

General Manager (1) |

Job responsibilities and required experiences: The applicant should have minimum 6 year(s) working experiences
at any reputed hotel/guesthouse. He/She must have keen knowledge and practical experiences in the areas of
customer care, front desk management, hotel management, operations and proven track record as a General
Manager at any reputed hotel. He/She should have excellent interpersonal and communication skills with the
ability to communicate effectively across all levels. Required academic qualification is bachelor degree in any
discipline and diploma on effective hotel management. Both male and female can apply for this position within
the age limit 45 years. The monthly salary package is negotiable.

[ Accountant (1) ]

Job responsibilities and required experiences: It is mandatory requirement the applicant is able to apply and
maintain accounting software preferring Tally Accounting Software and should have minimum 5 year(s)
working experiences at any reputed organization. Ensure that utility bills are paid on time and these documents
are preserved properly. Ensure that the accounts are being maintained fulfilling regulatory compliance and
accounting golden principles. Prepare and share the monthly financial report to the immediate supervisor as
regular basis. Identifying the issues of financial risks of this project and share it immediately with the immediate
supervisor and NGS. Ensure that finance department of this project keeps track of every financial transaction that
occurs to ensure that all incoming and outgoing money is recorded and handled accurately. Discrepancies need
to be investigated, share the reports with the concern authorities to correct and prevent financial risks. The
candidate is able to collaborate effectively with other hotel employees to ensure teamwork. Both male and female
can apply for this position within the age limit 40 years. The monthly salary package would be negotiable.

| Front Desk Executive (2) |

General Purpose: Welcome guests, check guests in and out of the hotel, deal with guest queries, provide prompt
and professional guest service to meet guest needs and ensure guest satisfaction.

Duties and Responsibilities: Welcome and greet guests and answer and direct incoming calls. He or She will
inform guests of hotel rates and services and make and confirm reservations for guests. Front Desk Executive will
confirm relevant guest information, ensure proper room allocation, register and check guests in. He or She
verify guest's payment method, verify and imprint credit cards for authorization, compute all guest billings,
accurately post charges to guest rooms and house accounts. He or She will receive and transmit messages from
guests, provide accurate information about local attractions and services, listen and respond to guest queries and
requests both in-person and by phone. Front Desk Executive will inform housekeeping when rooms have been
vacated and are ready for cleaning

| Sales and Marketing Executive (1) |

Duties and responsibilities: He or She will make lists of potential clients and conduct surveys to identify
customers actively seeking a hotel. Will contact customers via calls or arranged meetings to discover their needs
and requirements. Prepare and present sales proposal to potential clients, highlighting the best features and
qualities of the hotel. He or She will provide customers with a list of available services and their accompanying
prices and offer discounts when necessary. Oversee the booking and reservation of space at the hotel to ensure
availability and proper arrangement. Collaborate with other hotel staff to ensure clients have a good time.
Maintain contact with clients to obtain feedback and to discuss opportunities for future business deals. Set
annual budgets and implement strategies effective for achieving set targets. Conduct assessment of sales
performance to make necessary adjustments to increase patronage. (S =BT (7%)
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Application procedures |

Interested candidates may apply along with complete CV, two copies of passport size recent photographs,
attested copies of all educational and experience certificates and attested copy of National Identity Card
should reach to the “National General Secretary, B-2, Jalesware, PO: PATC, Savar, Dhakal343 or e-

mail box: bangladeshymca@gmail.com on or before February 28, 2020 during office hour. Only the
short listed candidates will be called for interview.
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