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LEADING UNIVERSITY, SYLHET

VIP Road, Taltola, Sylhet

Tel: (0821) 720303-4, Fax:  (0821) 720307.

Founded by: Renowned Philanthropist Dr. Syed Ragib Ali

	Vacancy Announcement for Administrative Positions

	Leading University, a reputed & established private university in Bangladesh invites application for the following positions from eligible candidates for Administrative positions.

	Office 
	Positions
	Qualifications / Experience

	Office of the Vice Chancellor 
	PS to VC


	· Master Degree from reputed University with No 3rd division/ class in any level.

· Good Knowledge in MS Office. Proficiency in speaking & writing in English and Bengali preferred.

	
	PA to VC
	· Minimum Graduate or Equivalent Degree from reputed University with no 3rd division/ class in any level.

· Good Knowledge in MS Office. 

	Office of the Registrar
	Section Officer (Administration)

Post-01


	· Master Degree from reputed university with No 3rd division/ class in any level.

· Good Knowledge in MS Office. Proficiency in speaking & writing in English and Bengali preferred.
· Experience in Administrative works will get preference.

	
	Office Assistant cum Computer Operator
 (Public Relations) 
Post-01
	· Minimum Graduate or Equivalent Degree from reputed University with no 3rd division/ class in any level.

· Good Knowledge in Graphics Design, MS Office with typing speed 30 words per minute both in English and Bengali. Proficiency in speaking & writing in English and Bengali preferred.

	
	Assistant / Deputy Librarian

Post-01
	· Master Degree in Library Science from reputed University with No 3rd division/ class in any level.
· Good Knowledge in MS Office. Proficiency in speaking & writing in English and Bengali preferred.
· Good Knowledge in Library Management Software preferred.

	
	Office Assistant

 (Library) 

Post-01
	· Minimum Graduate (Degree Pass) with Diploma in Library Science from reputed University with no 3rd division/ class in any level.

· Good Knowledge in MS Office and Library Management Software preferred.

	
	Office Assistant
(Permanent Campus)

Post-01
	· Minimum Graduate or Equivalent Degree from reputed University with no 3rd division/ class in any level.

· Good Knowledge in MS Office with typing speed 30 words per minute. Proficiency in speaking & writing in English and Bengali preferred.

	
	Peon (Permanent Campus) Post-01
	· Minimum SSC or Equivalent 

	Office of the Controller of Examinations
	Office Assistant cum Computer Operator

Post-01 
	· Minimum Graduate or Equivalent Degree from reputed University with no 3rd division/ class in any level.

· Good Knowledge in MS Office. Proficiency in speaking & writing in English and Bengali preferred.

	Office of the Finance & Accounts 
	Office Assistant 
	· Minimum Graduate or Equivalent Degree from reputed University with no 3rd division/ class in any level.

· Good Knowledge in MS Office and Accounting Software preferred.

	· Educational qualification is relaxed for the Internal Applicants of the University.  
· Salary will be paid as per the new scale (2016) of the University including Provident Fund, House Rent, Medical Allowance and Gratuity facilities. 

● Only short listed candidates will be called for interview. The above conditions may be relaxed for exceptionally qualified candidates.

● A detailed CV with two referees, and application, copies of certificate & mark sheets and two copies of photographs should be sent to the Registrar, Leading University, VIP Road, Taltola, Sylhet on or before 30 January 2016. Candidates already working have to apply through proper channel.
● CV can be submitted in  http://www.lus.ac.bd/career/ or registrar@lus.ac.bd
Registrar

Leading University











