
Vacancy: Age:

Location: Salary:

Experience: Published:

• Graduate/Post-graduate

• At least 5 years

• The applicants should have experience in the following business area(s):

University

• Age At most 40 years

• Female candidates will be given priority.

• Must have excellent written skill in MS Office �Bangla and English).

• Excellent interpersonal, communication and secretarial skills.

• Ability to work under pressure and multitask in a fast-paced environment.

• Self-motivated, proactive, honest and hard-working.

• Strong organizational and problem-solving skills.

• Manages the general direction, administrative and financial affairs of the office

and performs work as directed by the authorities.

• Maintaining coordination and communication between various offices and

Application Deadline :



departments.

• Supervise and train office staff, including administrative assistants.

• Manage employee attendance and ensure discipline and punctuality.

• Handle tasks like screening calls and mail, organizing travel, and coordinating

meetings and events.

• Develop and maintain administrative procedures and policies.

• Evaluate staff performance and handle disciplinary matters when necessary. 

• Communicate with the University & Nursing Council �BNMC) regularly.

• Any other work assigned by senior officials.

As per Company Policy

Work at office

Full Time

Gazipur �Tongi�

Send your CV to DGM �HR & Admin), International Medicare Limited, Gushulia, Sataish,

Tongi, Gazipur.

International Nursing College



িিররেেপপাাটট��  িরেপাট�

এই চাকিরর জন� িব�াপনদাতা ব�াি�/�িত�ান আপনার কাছ �থেক �কান অথ� চাইেল িকংবা িনেয়াগ



�ি�য়া চলাকালীন �কান �কার হয়রািনমূলক (শারীিরক/মানিসক) আচরণ করেল অিতস�র আমােদরেক

জানান অথবা জব� িরেপাট� ক�ন। চাকির পাওয়ার জন� �কান ব�াি�/�িত�ানেক অথ� �দান করেবন না।

চাকিরকালীন �কান �কার হয়রািনর (শারীিরক/মানিসক) স�াবনা থাকেল �সখােন জেয়ন করেবন না। �কান

�কার অথ� �লনেদন বা িনেয়াগদাতা কতৃ�ক হয়রািনর দািয়� িবিডজবস বহন করেব না।

 , 
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tel:09638666444
tel:09638666444
tel:01897627858
tel:01897627858

