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Career Opportunity

The Young Women’s Christian Association (YWCA) of Bangladesh, an affiliated
association of the World YWCA and a non-profit voluntary organization working
in Bangladesh for the empowerment of women, youth and children for more
than three decades, seeks application from qualified candidate for the following
position for Office and Guest House.

Position title: Receptionist (Male)

Location : YWCA of Bangladesh (Head Quarter), Dhaka

Number of the Position : 1 (One)

Major Duties and Responsibilities:
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Friendly and welcoming approach;

High standards of presentation;

Friendly and professional telephone manner;

Ability to adapt to different guests;

Strong customer service skills;

Good secretarial skills and the ability to use email and booking systems;
Ability to remain calm during difficult situations or in a very busy environment;
Good team working skills;

Must have the mentality to do work at night shift.

Qualification and Experience :

7
0.0

7/
0’0

Minimum Bachelor degree in any discipline.
3-4 years relevant experience.

Additional Job Requirements:
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Good command in both spoken and written in English and Bangla.
Must have a positive attitude at all times.

Ability to work under pressure within dead line.

Willingness to work beyond working hours and night shift.
Self-driven working ability independent of close supervision.

Well mannered with honesty and sincerity.

Salary and Other Benefits :
Salary and other benefits (ie. Provident Fund, Gratuity and Festival allowance) are commensurate
with better and experienced candidate.

Apply Instruction:

1.

If you meet the above requirements, submit your application along with your latest CV with
two references, a recent passport size photograph, photocopy of National ID & all academic
certificates.

Complete Application along with above all mentioned documents send to : Human Resource
Manager, YWCA of Bangladesh, 3/23, Igbal Road, Mohammadpur, Dhaka-1207. Name of the
position should be mentioned on top left corner of envelope. Or email to:
ywca.hr@ywcabd.org. The deadline for submission of the application is 04 November, 2021.
Only short listed candidates will be called for interview. No TA/DA will be given for the
interview
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Caritas Development Institute (CDI) invites applications from the eligible candidates (men and women) for
one position of ‘Communication and Documentation Officer (Library).

Details of the Position and Required Qualifications Key Responsibilities

= Job Title: Communication and Documentation | - Maintain books register, Books sorting in
Officer (Library) shelves, solving problems of library materials.

= Position: 01 (One)
= Age: Maximum 30 years as on 30 September, 2021

- Code, classify and catalog books, publications,
films, audiovisual aids and other library

. . . . materials.
Educational Qualification: At least Masters in !

Information Science and Library Management, Library | - Collect and organize books, publications, films,
or Information Science or other similar discipline audiovisual aids, documents, pamphlets,
manuscript and other reference materials for

Job Requirements: .
convenient access.

- Minimum two years professional experience in the

similar position in any reputed organization. - Issue and return lending counter, preparing

defaulters list and issue reminder and checking
for clearance issue.

- The position requires Koha Library Management
Software experience and D-space Digital and
Electronic Library Archive Management System.
Documentation and Information Retrieval, Library
Resource Management, and Classification.

- Maintain library user register books and other
issue and return register book.

- Knowledge of philosophy and techniques of library
service and positive attitude towards library users.

- Knowledge and maintain of computer, internet and
commercially available library software.

- The position requires excellent proficiency in
computer operations, particularly, in MS—Word,

Salary: Tk. 30,000 — 35,000/- (consolidated)
per month during probationary period. For truly
deserving candidate salary is negotiable.

Job location: The position is based at CDI,
Dhaka but will require frequent field visit.

MS—Excel, MS—Access and Power Point in both
English and Bangla.

- Excellent interpersonal,
Communication skill.

organizational  and

Selected candidate will be appointed initially for six months’ probation period. Upon successful completion of
the probationary period, appointment may be confirmed according to the existing pay scale and service rules
of the organization. After confirmation long term benefits such as provident fund, gratuity, insurance, health
care and compensation scheme etc. will be admissible.

Eligible and interested candidates with requisite qualifications are invited to apply with a letter intent (no
more than one page) along with a complete CV with details of two referees and cover letter, two passport size
photographs and attested copies of all educational and experience certificates to the following address:
Director, Caritas Development Institute (CDI), 2, Outer Circular Road, Shantibagh Dhaka-1217 or
e-mail: cdi@caritascdi.org by October 30, 2021. Women and Ethnic minority candidates are especially
encouraged to apply. Only short listed candidates will be invited for interview. Incomplete applications will
not be considered. The organization reserves the right to reject any application or to cancel or postpone the
recruitment process for any reason whatsoever. Personal contract will be treated as disqualification for the
post. The staff of Caritas Bangladesh, Trust offices and Project offices are request to apply through proper
channel.

Theophil Nokrek
Director
Caritas Development Institute
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INTERNATIONAL BANGLADESHI
EDUCATIONAL & CULTURAL FORUM

mhmmmﬂht”hﬂmmnﬂ“ﬂhhﬂnﬂwm

* s ot 2oy " il oo o | B efirreey el fatie e WM NDE B BN 3¢ W A weee, el
R W TR e e sk e i el VLA, R e oo pr T W Wi el papeet o ST T RO |
T AR TP R Wi W SRR N TEENATIONAL IASGLADESH DOUCATIONAL B CULTUSAL FORUS CfRTW w0 i

T AT W W

= =

", TR - e WOER 203, g e b ) ] 3 i
T 1 (T CRTSTICAIO W SN PRt et

CEMIE COCMBMICROZARD S0RMA, OMES ANDREW RIPOMN GOMES  SWEETYSLZAN EOMET MANUALDATDETA HINKYY GOl

Hieryora, USA Srgenia CT,USA Monchester, CT. USA Morylond USa  Remo, Roly Foryinnd LA
rl2adiFaTH0 +19IFIASHEES =lEfS A L0 spaCilaLEEERd  -3OGENSNISINT +ITIESEECHTS
FLACID HHIE 0N REBERID O ASH GOMES JEWEL FRAMOISROIAND  ANUP GOMEE MIOTY ROZARIO Il A (R
DOURKELAVE, FRANCT  Sydney dusirolio  StockRolm, Swaden Sydney Sustrafn Morylond-LUSA Rargammia Borgladesn
sAFGAIETEE0S *BlA0ERAETL +~AETERGTEIED EIAI0E09E4,  AISUTERAATA aETIETE
CHON &N GOMES

T by & TRYT-ak




o by & WGl T8 by € MAT-ov

THE WEEKLY PRATIBESHI
* Issoe - 38

sl i, e G wereted B woee Foes | ERBEoRE w0 18 W e T
‘FiEE STy e T e SO SRS IR | W SRR U SEEE T Fedh
AefiE W W 6 ATOTOAE 0T UTF (WETE WIEE TvR| 490 T B | % v Traee W
e PTAE & (e TR Fer Funive S | e wen s e af e
e aeh, FiE e wdw ‘oferede wskE AEn® wfes wr e, aeE e
TR B o Are s oo | &F e Boais wee e e iR S st e |

BOOK POST

HEEATE THHE e
w7 Aoarers =

TS e Tew 25EE e dfemad Wi aferedre Tuie Sy Fevw crens =
wrEreEr 1 R An-shm, onam Wi, AT, «fRle, ofdfs v aer e g
wTERE] WS BNE (AR (TR e e v | W wrn ¥ oo e, meeE
WA AR | IR e R o e WrEl winee s Aihice e Res aee aere woe(E

T TG AT e e -
cor e (5TE Tw) TWE | ¢o,000 B eee BB | 430 FBup W
arery vty Fswra =i (572 ) Bo,con BT BE¢ TBTW | gbo TEUE TR
o wale fece il (59 7e) TT5  Bo,ooo BrEl pe TR | ovo BEuP BT
frere ++o (5/a ) 3,000 B abro REE | oo T8 R
| fwta s (s wu) 3¢,o00 B e BB | 230 16 v
_ Py g (o) 33,000 Bret yot RV | stro Reup e |
 Torara ==l (wi-wtee) 4,000 B vo ¥ | doo ¥hum w1
et i wgdies (1Twi-oT) 8,000 Bt B BB | bo BRum e
| SYENIRY SR LIN (ENRD 36,000 B 3 FEE | apo T W
bk nliiallny (AT 10,000 BT ¢ T8 | o B R

R A T, S e e wrevel WA o9 S afebree AeEem e
EIES AT 9 |

5 T TR SIS T MRS IR S AT BT e
H=0 eates |

RaEtmwarsioa we S=2vifes vy wiviee, A= @,

w=1s wiEs AREryraeiy

THres== Ty
e ifso=Ii

by/> O @ GFEHE, THEEE TF-3300, (FF : (rro-2) 8330k E
E-Mail: wklypratibeshi@ gmail com &= 757 - o395k ¢>9083

Edited & Published by Fr. Bulbul Asgustine Rebeira, ChrisHan Communicstions Cendre, 611, Subhash Bose Avense,
Lummibazar, Dhaks-T100, Bangladesh, Fhone ; (8803 €711 3685, Printed at Jerry Prnting, 611, Sobhash Bose Avenue, Loxondbszar,
Dihabea- 11K, Fheme : 87110885, E-ball ; whkiypratibeshi@gmail.com, Webs weekly pratibeshi org



