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Career Opportunity

v 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.

LRI Front Desk Assistant (Male), Location : YWCA of Bangladesh (Head Quarter), Dhaka
Number of the Position : JN(@)il9)]
Major Duties and Responsibilitie:

¢ 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.

SLNEINTELENGED IR ¢ Minimum Bachelor degree in any discipline. #3-4 years relevant experience.
Additional Job Requirements:
¢ 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. ®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.

2. 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 21 October, 2022.
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