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The Metropolitan Christian Co-operative Housing Society Ltd.
We are Hiring!

The Metropolitan Christian Co-operative Housing Society Ltd. is a Co-operative Organization dedicated
to solving the housing problems of its members. This institution is under registered by the Directorate of
Co-operatives and will recruit a HR Manager for its Head Office. The eligible only Christian candidates
are invited to Apply within 21% May 2023.

1. Educational Qualification:
MBA(HRM)/Post Graduation Degree in HRM/PGDHRM/Business Management or related field
will be preferable.
2. Job Experience:
e Proven work experience as an HR Manager, Administrator or similar role around 5 years to 10
years
e Adequate knowledge of business and management principles of human resources and Knowledge
of office procedures and Labor Law.
o Computer literacy and ability to use related software for HR management.
e Ability to create accountability and lead by example and Strong organization skills with a
problem-solving attitude.
e Strong team building, decision-making and people management skills.
e Additional qualifications in Office Administration are a plus.

o Facilitate Yearly training and development program for staffs.

e Set KPI and Target base policy for the staffs throughout the Organization.

e Liaise and facilitate HR activities for other sister concern organizations of the MCCHS Ltd.

e Ensure all necessary HR policies, records, documents and recruitment records are filled properly
in both printed and soft copies.

e Develop, Implement and Monitor overall HR strategies, HR policies, process, systems, procedures
and initiatives aligned with overall business strategy.

e Develop and Implement employee engagement strategies that create a positive workplace, culture
and poster employee satisfaction and productivity.

e Contribute and ensure process automation in overall HR function such as Recruitment, Training
and Development of The MCCHSL operations.

e Act as the key point of handling staff queries.

e Raise PR (Public relations) for any HR related activities.

e Assist on arranging interview scheduling and contact the candidates.

e Complete scanning of our existing staff files as part of E-files project under phase I and upload
the files in categorized folders in E-files workspace under phase I1.

e Prepare letters related to promotion, transfers and updating our database accordingly.

e Managing probation for new staff, giving reminders to line managers, preparing confirmation
letters and Promotion letters with justification and KPI.

4. Position : Human Resource Manager

5. Location : Head Office of The MCCHS Ltd.
6. Working Time : Full-Time (11:00 am — 8:00 pm)
7. Salary : Negotiable
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==x William Carey International School

(An Exclusive English Medium School)
Govt. Reg. No. 23/English (EIIN: 903421

ADMISSION
Going On
2023-2024

>» Limited Seats.
> Wide playground.

Air Conditoned Classrooms. <
Secured With CCtv Camera. <
> Computer, Multimedia, Internet Etc. Use of Modern Teaching Metholodgy <«

Dhaka Campus: Bangladesh Baptst Church Savar Campus: YMCA Intemational Building
TIND, e Road, (Vest Rzt herE-Bangla oo Diaka 207§ J§B-2 Jaleswar, Near Radio Colony Bus Stand, Savar, Dhaka

Contact: 488 02222246708 01980-283257 | | Cell:01709-127850, 01709-091205

Train up a child in the way he should go, and when he is old he will not depart it. Provers 22:6
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