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APPLICATION FORM FOR ADMINISTRATIVE POSITION
RESUME
Fill in every field; write "N/A" where not applicable. Applications not in this prescribed format will be rejected.
	Post applied for
	
	PHOTO
Affix a recent passport-size colour photograph
(2 copies for hard copy application; soft copy for email application)

	Department / Office
	
	

	Date of application
	
	

	Where did you see this circular?
	
	


A. PERSONAL DETAILS
	Full name (English)
	

	Full name (Bangla)
	

	Father's name
	
	Father's occupation
	

	Mother's name
	
	Mother's occupation
	

	Spouse's name (if applicable)
	
	Spouse's occupation
	

	Date of birth (DD / MM / YYYY)
	
	Place of birth (District)
	

	Age as of the closing date of the circular
	      years       months
	Gender
	☐ Male    ☐ Female    ☐ Other

	Marital status
	☐ Single    ☐ Married    ☐ Other
	Blood group
	

	Religion
	
	Nationality
	

	National ID No.
	
	Passport No. (if any)
	


Record your name exactly as it appears on your SSC / equivalent certificate.
A-1. PRESENT AND PERMANENT ADDRESS (in detail)
	Address details
	PRESENT ADDRESS (where you live now)
	PERMANENT ADDRESS (as per National ID / home district)

	Is permanent address the same as present?
	
	☐ Yes, same as present (no need to fill below)
☐ No, different (please fill in below)

	House / Holding no. & name, Flat / Floor
	
	

	Road / Street, Block / Sector
	
	

	Village / Area / Mahalla
	
	

	Post office
	
	

	Postal code
	
	

	Upazila / Thana (or City Corporation Ward)
	
	

	District
	
	

	Division
	
	


Please write the full address as it appears on your National ID and a correct postal code so that letters and notices can reach you.
A-2. CONTACT INFORMATION
	Mobile (primary)
	
	Alternate mobile
	

	E-mail
	
	Mobile (home)
	

	Emergency contact: name & relation
	
	Emergency contact: Mobile
	


B. ACADEMIC BACKGROUND (in chronological order)
	Name of examination
	Result: CGPA/GPA (with scale) / Class / Division
	Year of passing
	Specialization / Group / Subject
	School / College / University (and Board)
	Position / Place

	Ph.D
	
	
	
	
	

	M.Phil
	
	
	
	
	

	Master's 1 (specify)
	
	
	
	
	

	Master's 2 (specify)
	
	
	
	
	

	Bachelor / Honours (specify)
	
	
	
	
	

	Diploma (if any)
	
	
	
	
	

	HSC / Equivalent
	
	
	
	
	

	SSC / Equivalent
	
	
	
	
	


Please enclose certified copies of all your academic records (certificate / mark sheet / transcript etc.).
C. APPLICATION FEE: BANK DRAFT / PAY ORDER OR BKASH INFORMATION
	Payment mode (tick one)
	☐ Bank draft / Pay order       ☐ bKash (01795711361)

	Bank draft / Pay order no. or bKash TrxID
	
	Date
	

	Bank & branch (for draft / pay order)
	
	Amount
	


D. PROFESSIONAL DEGREE / DIPLOMA / TRAINING (if applicable)
	Name of awarding institution / organization
	Field
	Degree / Diploma / Certificate obtained
	Grade / Class / Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


E. SPECIAL TRAINING AND COMPUTER SKILLS (computer literacy is essential for this position)
	Training / course title
	Institution
	Duration / Year
	Key skills gained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Computer skill
	Level
	Computer skill
	Level

	MS Word
	
	MS Excel
	

	MS PowerPoint
	
	E-mail / Internet / Online systems
	

	Bangla typing (words per minute)
	
	English typing (words per minute)
	

	Office / Accounting / ERP / HRM software (name)
	
	Other (specify)
	


Write: Excellent, Good, Fair, Weak or Nil.
F. EMPLOYMENT RELATED RECORDS (in chronological order, latest first)
	Institution / Organization
	Position / Designation
	From (MM/YYYY)
	To (MM/YYYY)
	Main duties & responsibilities

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Total experience (years / months)
	
	Earliest date you can join
	

	Present / last gross salary (Tk.)
	
	Expected gross salary (Tk.)
	


Salary is negotiable for highly deserving candidates.
G. LANGUAGE PROFICIENCY
	Language
	Writing
	Reading
	Speaking
	Remarks

	Bangla
	
	
	
	

	English
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Write: Excellent, Good, Fair, Weak or Nil (as the case may be).
H. MEMBERSHIP OF RENOWNED INSTITUTIONS / ORGANIZATIONS / SOCIETIES
	


I. NAMES OF THE COUNTRIES YOU HAVE TRAVELLED
	


J. NAMES AND ADDRESSES OF 2 (TWO) REFEREES WHO ARE NOT YOUR RELATIVES
	
	Reference: 1
	Reference: 2

	Name
	
	

	Organization
	
	

	Designation
	
	

	Address
	
	

	Phone (Off)
	
	

	Phone (Res)
	
	

	Mobile
	
	

	Email
	
	

	Relation with you
	
	


Note: The above two referees will be contacted for a background check before you are handed over the appointment letter, in case you are selected.
K. ADDITIONAL INFORMATION (if any)
	


L. CHECKLIST OF ENCLOSURES
	No.
	Document
	Enclosed? (tick)

	1
	Application fee proof: bank draft / pay order, or bKash TrxID (in Section C)
	☐ Yes     ☐ N/A

	2
	Passport-size colour photograph (soft copy pasted in the form, or 2 copies for hard copy)
	☐ Yes     ☐ N/A

	3
	Educational certificates, transcripts / mark sheets: Masters, Bachelors, HSC, SSC (attested copies)
	☐ Yes     ☐ N/A

	4
	Experience certificates (if any)
	☐ Yes     ☐ N/A

	5
	National ID card (copy)
	☐ Yes     ☐ N/A

	6
	Training / professional certificates (if any)
	☐ Yes     ☐ N/A

	7
	Other supporting documents (if any)
	☐ Yes     ☐ N/A


M. DECLARATION
I declare that the information given in this application is true, complete and correct to the best of my knowledge. I understand that any false information or concealment of facts may lead to cancellation of my candidature or termination of my appointment. I agree that the university may verify my documents and contact my referees.
	Signature of the candidate:
Full name:
	Date:

Place:


N.B: For Hard Copy applications: Attested copies of all certificates, testimonials, academic transcripts, experience certificates (if any), National ID, two (02) recent colour photographs, and all other relevant documents must be submitted to the Registrar within the stipulated period.
Or, For email applications (jobs@easternuni.edu.bd): All application documents must be compiled into a single PDF file and sent as an email attachment.
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	Application no.
	
	Date received
	

	Fee verified (tick)
	☐ Draft / Pay order   ☐ bKash TrxID
	Received by
	

	Remarks
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