CAREER OPPORTUNITY

LFHITEL
Paaition : Exgcutive [Cocedination} POWER
Buisiness Unit United Enterprises & Co. Ltd {UECLY Powear Division
Job Location : Corparate Head Office, Ohaka

Employment Type : Full-time

Jabk Summary

Tha "Exegutnea - Conrdination” role supparts the-efficent operation of Bower Devislon by
COOTGRNBTingG project s, managing & creating eocumentation: date analysls & report mahklng,
fmcllinating stakeholder communleation, coniract management & project progress and invoice
warificaticn.

Expariancs Feguiramsants:
& Minlmum one {1l year af relevant work sxparkence |s preferman

Educational Qisalfications:
# 550 R HEC Freen Matiaral CurriculumiEnglish Varsion] F 00E A Levals
# B.5cin EEE i Mechanical Engineering reiatnd field fram-a reputed unigersity,

Major Ralos and Responeibilities:

# Cocrdinate Poser Division meetings by preparing meating agendas, scheduling sessions,
recording Minutes of Meeting|MaMsl eand trachino the timely implamentation of agreed
acticn items.

®  Monitar project progress and prepare periodic reporis anopresentatiang for marapement

» Manage sales contractsand customar relatiodships by moaitoring contrastual obiigatians,
facilitating confract renewals, and preparing manthly sales reparts, trend analyses, and
peErfoTmance COmparisens.

& Serya as the tocad polnt between the Powar Divisjon and the Group Brandirg Team, ensuring
effactive coordination of branding ard communication actlvlses,

s FPrepars and maintain profect progress report 5 verdy Invoices refated 19 customers and
enguwre the accuracy of releted documentatian

s Prepare presentations repora snd othes busiaess decuments Tor manaderment and
stamehalders, while supperting Investmant-relEtad inltistives and businesd davehapment
oppodiunities

Roguired Competencias:
= - Strong anedytical, crganizational, and communication skillg (English proficiency - IELTS 6.5
equivalent]l
s Proficiency in Hicroseft @ Google oitice anpications{Datlook. Excel ¢ Sheets, PowarPoint !
Slides, Ward | Daca).

Send your CY [ careenBunited.com.bd
Flepse mention ‘Executive [Coordination)” in {he subject lire,
Applicatian Deadlive: 31 July, 2028




