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https://grcc.me/tddixjfco3gl

concern.

Job Opportunity

World Concern is a Christian global relief and development agency that extends
opportunity and hope to people facing the most profound human challenges of
extreme poverty. We serve nearly 5 million people in 9 countries, focusing on
food security, child protection, education, maternal and child health, microfinance,
vocational training, clean water and sanitation and disaster response. World Concern
in Bangladesh is searching for an energetic, smart & potential candidate for the
position of Program Development and MEAL Manager. If your qualifications
and experience match the mentioned position and you feel confident, then you
may apply for the position. Please refer to the link below for detailed information
about the job description and other required qualifications for the position.

Application Deadline: 25 April, 2026
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Ref. # CCCUL/HRD/CEQ/2025-2026/925 Date: 15 April, 2026

JOB OPPORTUNITY

The Christian Cooperative Credit Union Limited, Dhaka is looking for a young,
energetic, dynamic and self-motivated experienced candidate for the following position:

Y
NS¢,

Position Title: “Personal Secretary” to the President of CCCUL.
Key Skills & Attributes:

*  Organization & Multitasking: You must be able to manage a "jam-packed" diary, handle complex travel itineraries, and
prioritize multiple urgent tasks without getting overwhelmed.
e Industry Knowledge: Familiarity with the Credit Union Operation and Regulations in Bangladesh
* Discretion & Confidentiality: Handle sensitive business strategies and personal information that must remain strictly
confidential.
* Communication: Strong written and verbal communication skills on Bengali & English are mandatory, as the position is
primary point of contact for external stakeholders, board members and other members.
*  Proactivity: A top-tier PA "anticipates needs," solving problems before they arise and ensuring the Chairman is prepared
for every meeting with the necessary research and briefing papers.
¢ Bilingual Typing Proficiency: Strong command of Bijoy Bangla typing and English typing is mandatory for drafting
official letters and reports.
* MS Office Suite: Advanced skills in MS Word, Excel, and PowerPoint for preparing presentations and managing financial
data.
» Digital Correspondence: Expertise in managing professional email correspondence and using collaboration tools.
* Note-taking: Ability to take accurate minutes of meetings during Board Meeting or Committee Meetings.
e Calendar Management: Expertly coordinating internal/external meetings and managing "conflicting demands" on the
Chairman's time.
Educational Requirements:
e Master’s degree in Business Administration (MBA) in Management/Master’s degree in Development Studies
(MDS)/Master’s degree in English/Social Science or any relevant subject.
Experience Requirements:
e Atleast 3-5 years of professional experience in a similar role (Personal Secretary or PA) supporting to Top Level or Board
Chairman. ‘ i
o The applicants should have experience in the following business area(s): Credit Union/Office Management/Hospital
Management/Projects Management/Corporate Office Management etc.
Additional Requirements:
o Age Limit 30-35 Years.
e Ability to work under pressure and beyond office hours.
 Certifications: Professional diplomas in Secretarial Science or Office Management are considered a significant
advantage.
Gender: Male/Female both can apply.
Compensation & Other Benefits:
e Monthly Consolidated Salary (Negotiable)
e Two Festival Bonuses in a year
e Mobile Allowance as per Policy
» Leave as per policy
Employment Category: Contractual/Regular (Full time)

Application Procedures: Address:

Qualified candidates are requested to send their complete CV
along with a forwarding letter, all copies of educational &
training certificates, 01 copy of passport size photograph and
send to the address mentioned on the right side by 10t May 2026.

(g

(=4

Monju Maria Palma
Secretary - The CCCU Ltd., Dhaka

Admin & Human Resources Development Department
The Christian Co-operative Credit Union Limited, Dhaka

Rev. Fr. Charles J. Young Bhaban, 173/1/A Tejturi Bazar,
Tejgaon, Dhaka — 1215, 096 7877 1270, 017 0999 3089
http://www.cccul.com/

N.B: The position applied for should be written on top right corner of the envelop.
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