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of Finance, has been estab)
in Knitwear Industry Mana

gement (PGD-KIM). The EDC is seekin:

Employment Opportunities

The Executive Development Centre (EDC) under the Skills for Industry Competitiveness and Innovation Program (SICIP), Finance Division, Ministry

lished at the BRAC Institute of Governance and Development (BIGD), Brac University to offer the Post Graduate Diploma

g qualified Bangladeshi nationals to fill the following full-time positions.

Position

No of
position

Key Responsibilities

Education and Skills

Experience

Admin
Officer

¥

01

" Key responsibilities include handling

administrative tasks related to enroliment,
classes, training materials, logistics, and data
entry into the Training Management Software
(TMS). Additional duties involve maintaining an
organized workspace, preparing training reports,
coordinating logistical support for program
events, managing procurement, and performing
any other tasks assigned by the supervisor.

Minimum MBA or master
degree in any discipline from
any recognized university in
Bangladesh.

Additional skills include
good interpersonal skills and
proficiency in MS office.

Preference will be given to
candidates with experience
in the relevant job at

any academic institution
government semi-

government or autonomous

organization.

Accounts
Officer

01

The individual will be responsible for accounting,
fund management, payments, and procurement.
Additional duties include preparing milestone
claim invoices, financial reports, ledgers, and
related documents, as well as supporting
preparation for external and internal audits.
Other relevant tasks may be assigned by the
supervisor. 1

MBA or Master’s degree in
Accounting/Finance/Business
from any reputed university in
Bangladesh.

Additional skills include good
interpersonal skills, and
proficiency in MS office.

Relevant professional
degree (CA/CFA) and

experience in the relevant

job in any academic
institution/government/semi-
government/autonomous

organization will be given i

preference. )

Lab
Assistant

01

The Lab Assistant will assist in conducting
effective lab classes and managing the EDC
efficiently. Key responsibilities include setting up
lab equipment, supporting equipment calibration
and troubleshooting, maintaining lab records,
and completing any other tasks assigned by the
supervisor. -

ADiploma in IT with practical
experience in |T-related job
responsibilities

Office
Attendant

01

The individual will provide office support by
carrying files and documents, handling filing and
photocopying, arranging stationery, overseeing
equipment and assets, assisting with meetings
and events, and performing any other tasks
assigned by the supervisor.

Minimum SSC or equivalent
degree. Computer literacy will
be given preference.

Cleaner

01

The Cleaner will be responsible for cleaning the
classrooms, office spaces, toilets, and other
surrounding areas as well as performing other
tasks assigned by the senior officials.

Interested candidates must submit applications

How to Apply:

to the following link: https://forms

Email for any queties: hr.bigd@bracu.ac.bd
Application Deadline: October 7,2024
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