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INTERNATIONAL ISLAMI UNIVERSITY OF
SCIENCE AI{D TECHNOLOGY SAhICLADESH

Name of
Post

Academic Requirement Experience & Other Requirement SaIary No. of
Post

Last l)ate of
Application

Secrclarv to
the Board of

'l ruslecs

a) iVlinimurn Master's degrec
in anv discipline trom a

recognizcd un ivcrsit;'-.
b) Pret'erence ma1' be given
to degree holders in [,arv.
Management. Public
Administration. English.
lslamic Studies or Business
u\d ministralion.
c) Prel'erence ma1, be given
lo those rrith good academie
records.
(d) No 3'd class of equivalent
result in any academic level
be accepted.

acader-nic adminislrative or secretarial experience in a
universitv" corporate inslitution. govcrnmentr,priratc
organization or trustiboard administralion.
b) Must have practical crpericnce in conducting board
meetings" preparing minutes and adrnin istrative coord i nation.
c) Candidates rvith experience in universitl,adrrinistration or
higher education sector rvill be given pref'erencc.
cl) Must have olljce management" offlcial communicalion
and documentation skil Is.

c) Excellent lvritten and oral communication skills in Bangla
and English.
t) Computer skills (Microsoft Ol-llce. Microsoft Excel.
Googlc rvorkspace. H,mail Management etc.).
g) Skills in preparing offrcial notes" reports and minutes.
i) Confidentialitl' and prof'essional intcgrilr,.
i) Ability to coordinate mectings and adrninistrative
activities efli cientl1...

haveMusl leirstat 5 ofa) vears(fi11een)

attilude torvards values and ethics.

As per
IIUSTB

Pal Scale
()r

Negotiable
in extrcme

cilse.

0r

Librarl'
Assisianl

Bachelor & Master degree in
Library & Inlbnnation
Science" or Bachelor or
Master degree in an),
discipline along with at least
diploma in Library &
Infbrmation Science

years' work experience of r.vorkine in relcvant
f re ld.
ii) Good command of Balgla & English.
iii) Sound knor.vledge in MS Otlrce.

i) At least 02

0l

Computer
Operator

CancJidates must lrave
Bachelor (4-year) and \laslers
dc-eree in anv discipl'ne rv'th
adec;uatc computer operating
knorr ledgc or B.Sc. in CSF or
EEE tiom anv recognized
universitl

At least 0l-year work erperience of r.vorking as Clornputer
Operatoril'f rclated service in a reputed organization.
ii) Cood command of Bangla & English.
iiil Must pass the standard aptitude tcst iil thc relevant fiel<i.
vi) 'I'yping speed of 25 rvords per minutc in Bangla and 3t)
u,ords per minute in English,
v) Sound knowledgc in MS Word. l\4S Exccl- MS porverpoinr.

vi) Sound knowledge on Adobe Photoshop/lllusrration *.ill be

i)

01

At l,easl Secondary School
C-ertificate or an equivaient
Academic Certilicate

Pref'ercnce rvill bc given to thc experienced candidates. 0l

Clleaner Minimum Eight pass be given to those rvith experience in sweepingPref'erence
rvork.

As per
IIUSTB

Pal Scale

02

o4-06-2026

Career Opportunity
(Administrative Post)

I. Documents needed with Application:
i.) Application in plain paper addressing to the Itegistrar of IIIISI'R. ii) Detail CV mentioning all the facts olacademic and cxperience relared
things' iii) 'l'rvo copies of PP size color phokrgraphs iv) Attested copies of all academic rlocnments and v) Applicants currcnt6-serving i, anr
(iovemment/Semi-(iovernment/AutonomouslPrivate organization must appll.through proper channel.
2, Application Fee: A pay order of Tk. 200/- in tavor of "lnternational Islami Llniversit), of Science and Technologr,Bansladcsh'.
3. Application having lack of an1'required papers as mentioned above rvill be regretted r.vithout carrl,ing ro the kn;ledge olapplicant.
4. Recruitment Procedure: Written I'est & Viva Voce or Viva Vocc only.
5. Address for Sending Application: Registrar. Intcrnational Islami lJniversity of Science and Technoiogl,Bangladesh (IIUSTB). Ilaipail.
Ashulia" Dhaka- 1349.

[NB: Available Courier Service nearby: Sundarban & SA pariba.hanl

-os' 2aZ6
(A.K.MMahfuj Ullah)

Registrar (In-Charge)
IruSTB
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