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Office Assistant

MICE Association of Bangladesh is looking for a dynamic,
hardworking & skilled individual for the position of Office
Assistant.

Key Qualifications & Skills:

» Proficient in MS Word, Excel, PowerPoint.

« Knowledge of corporate and government communication.
» Knowledge of government & trade body management.

+ Skilled in administrative support and file management.

« Strong verbal & written communication skills.

« Maintains confidentiality, adaptability & positive attitude.

Educational Qualification:

« Graduate from a Government Approved University.
« Excellent command in English language.

Salary: Negotiable (depending on experience & skills).

Application Deadline: 16 3une 2026

« Submit an updated CV/Bio-data.

» Attach a cover letter and experience certificates.

« Email documents to info@micebangladesh.com. Cha-69, Flat: F-5, Pragati Saranli,

« Or submit directly to the MICE Association of N°'é:!:ﬂ‘;:; r;‘;;kfggi:i

Bangladesh office. E-mail: info@micebangladesh.com



