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VICE~ GHAIRMAN
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- and on formulation of policies concemmg the organization.

" To be responsible for proper functioning and. discipline of the

'T'o providé executive and operational guidance ‘o the field ‘siafﬂf'

. To act as Chairman Seiectmn ommxttee No 1. for recruitment and

"To represent the Bureau and where personal’ representctmn is 'not

- organization, . - : : _. s T SR

(C)

ANNEXURE—B
_ REVISED CHARTER OF DUTIES

To sct as administrative head and to be responsible for overall
administration of the organizatiion.

To act as an adviser to the administrative Ministry on technical matters

To act: as Prmclpal Accounting thcer of the organization within
the budget provision. _ ’ : '
To be responsible for the .administration and execution of the
ongariization as per Acts, Ordinance, Rules and Regulation and

_directives issued by the Government from time to time.
-organization.

and exercise control and -supervision over them.

To.be resp.msxble for appomtmg c!ass-t 11, Hi-and 1V off;ceys/emp{oyees e
of the, aumau as per exxs‘tmg procedures.

~

Promotion to Class-l. posts.

_.x
To be 'resbonsib!e for issuing éiear standing orders layihg' -down -
the maximum e,xtent of delegauon of powers to the officers serving
under him. . : . o '
To cantro and sapewnsa the work of the mgamzahon.

possxble to select representatwe on i‘ts behalf
To grant carned leave, eic, to all Class-| .officers under: him..
To allocate duties of officers as and when required. - P

To be responsible for maintaining proper secumy measures of the»“"""

To arrange .meetings .of the Board of Management of ?lhe“‘*auréau
and act as -Vice-chairman of the Board. L e
To arrange meeting of the National Export {;éuncii, Central Task
Force, Export Coordination Unit and Ma’nag,emerzf: Commitiee of the
-National Export Fair as and when required. ' :

Any other duties assigned by the Government.

=
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D IRECTOR GENERAL

T Supervxsnon and gmdance to offxcers and staff workmg in these '

SECRETARY . : =y

(7)

a. Routine duties of the' Vice- Chairman of the Bureau in hxs .absence
- (not myolvmg financial powers as head of the Bureau).

b. Genetal supervision of ;.
. i, Policy and Planning Division.
ii.- ‘Fairs -and- Display - Division. =
iii. Commodities Division. :
iv. Information Division.
v. All other matters related to :

. Bank Credit Co-ordination Commitice, Central Task Force,
Export Promotion Council, Export- Credit Guarantee Scheme.’

Divisions.

‘d. Assist’ Vice: Chauman in . lmplementmg pohmes/dzrectxves of Govem~ Ly

‘ment.. relatmg {0 promofmn of. expon trade

e. Act as-Cha rman.of Selection Committee and Departme'ﬁal Promotion-
Committee for recruitment and promotion of Class-i: offxcers of the' -+ =
Bureau: 2 s

3 e

{f. Ast as Chairman, Tender Committee No-—-'l

G- Any’ other work "assigned by the Vice-Chairman.-
,{ W s

1 Superv:s:on of Administration ‘and Finance Dnvusmn

2 Supew;ston of matters re!atmg to : % ﬁl_ A
a. Board of Managemam ; .2
b. . Admlmstrauon of Headquarters
c. Administration of . Reg:onal and Br:mch Offices..
d. Setting up of World Trade Centre.

8. Processing and implementation of cases for recruﬂmem
' and promotion. :

-

{. " To act as Chairman of Selection Committee & DPC for

recruitment of Class— Il & IV posts of ‘the Bureau. =~ S e

: g.' Maintenznce of ACRS of Class 1 & 1l officers. of the Bureal.

_h. To act as Director of National Export Fair.
" i. Transfer and posting of officérs &, staif.

j. To act as Chairman of Tender Commlttee No—«H
k. All other administrative matiers. of the Bureau not specmcauy
" mentioned above. . -

I, Any other work assigned by the Veca~Cha|rman
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DEPUTY DIRECTOR { Administration)
a. Superwsmn of work of the Estt common Service and Co-ordination:
Branches.

b. Processing of cases relating to recruitment, !ransfer and postmg
Supervision o©n use and maintenance of transports.

d. Supervision on matiers relating to purchase and distribution of statio-
nery and office equapments. ; ~,g};,

e. To act as Member-Secretary of the Depanmental Promoiion Committee.

. To act asA Member-Secretary of Tenéer Committees.

g. Any other wbrk assign‘ed by the authority.

ASSlSTANT DIRECTOR (Personnel)
a. Mamtenanc° ,of Admimstratlve Records.
s Pxeparanon of >papers srelating fo recruitment and promotion.
Processmg of Leave -end :Pension cases,
Supervision of Recexpt and Issue Sectxon :
Maintenance of -Stores. . . L T e

-9 80D

Procurement, Manmenance ‘of -office equxpments. stationery maintenance
of security -and .directive. :

g. H:nng of office and_ resudent{a!'accommoda'ticn.
3 y i

ADMiNlSTRAT!Vt: OFFICER PR
Collection of materials relating to BOM Meeting. <

Acuvmes Report of the Bureau. :
i Accordmg permission to exporters for visit abroad
; Estabhshmem matters of Mnian Trade Centre.

ERNEEN

DEPUTY DIRECTOR (Fmance & Accotints)

a. Subrmss:on -of Budget and. obtaining grants ‘from Govt in respect. of.._ .

Revenue and EMDF of the Bureau.

P L implemcmatton of ths Govt. orders relating to fmancxa! dsscxphne and; e

: comi cl..

Ce impiem;nta.non of decisions and orders -.o'f the BOM. of EPB on
financiz! .matters, ' '

- d. Supervision work of Revenus Fund Section.

e. Supervision work of Export Masrket Development Fund Section.

Arrangmg internal Co-ordination Meetmg and taking foliow up acnons b i
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f. All other matters relating to:

i) Preparanon and subm:ss:on of annual Budgels and revised Budgets.
ii) Submission of financial reports and all kinds of statements for
_perusal of the ‘Management. ’
iii) Payments of bills. = :
' vy Pte-audmrxg the bll{s before payment
v) Maintenance of- mnnthly -and annual accourgs
vi) Arranging all bills, provndes and accountal documents for statutory
audit by the _approved Chartered Accountants

vu) Any other responssblluy that may be entrusted to hxm by the
Management ye

ACCOUNTS OFFlCER (Revenue)

Officer- m-charge “of the’ ‘Revenue Sectuon

Preparatmn of *Revenue- Budgets (both ‘annual and rewsed)
Mamtammg Gener;l and Petty Cash Books

Preparatxon “and mamtenance of Aﬂcounts

Preparatton and payments of salary and all .other bms
Maintenance of all records regarding -GiP, Fund C.P. Furd Group R
Insurance, Benevolent Fund, -House Rent ete. e

g Canry out re.,owcmatnon ‘Work thh the gank

Moo T

>

ACCOU.\!TS OFF!CER (Development) 3
a

A Officer-in-charge of EMD Section, : AL e
'b.. Preparafion of EMDF Budget Estimates and obtammg: Budget-grant

b
c
d. Scrutinizing all bills/claims before payment.
e. Carry out reconciliation work with the Bank.
f.  Writing of General and Peny Cash Books.

el .Attendmg all wrrespondences -on accountal

h

“or Dxrector (Fmance)

-DlRECTOR (lnforma‘tson) DWISION

A, Co—ordmat\on and supervzsxor of al! activifies relatmg to- pubhcamn

*  and pubhcaty of booklets, Jjournals, press handout.
" b. Lliasison thh RuQ)D/T V.and all other -press medtas on EPB.

c. Procurement of books ‘magazines, journals, newspapers for EPB
berary and informat:on Cen*re..‘ 2 S

T BAAIS N - e

Drawing .and .Remittance of Funds relating to Fairs, Exh;bxts etc

o, i:iii:"t':_. TP e G P KRR
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d. Distribution of all kinds of information materials on export trade:to
different trading personality and organisation at home and abroad.
. To pér(orm such other function as may be assigned - time to time by
the Vica Chairman.
" DEPUTY DIRECTOR (Information)
S8 Praparanon and xmplememation of annual publicity - programme.
b. Supervision® of preparing Monthly ‘I:{ade Journal.
c. Supervising the printing of Trade Directorles and Reports.
d Preparauorx of Annual Activities - Hefiorts of EPB,
e. W:iting of Artic!es/Spee shes.
f. Preparation of -Monthly reports .on important activities of -EPB.
"
h

¥
Er
s
B

Preparation of andual reports on- important activities of EPB.
.. Preparation/compilation of .materials {or -monthly journals and -Va'riou's e

other .publications of EPB and arrangements of printing thereof
clud_fﬁg proof -reading.

i. lnvitation of ;endprs. from the seputed prmtexs/pub!ishers-'-m‘rough-'
_advertisément in -the national dailies ‘for printing of various EPB-
‘ o T pubkicaﬁons and preparation of minutes of the meetings of the
' Tender Committees, issuance of work -ofders etc.

i. - Processing of -bills telating to printing of various EPB pubhca‘uons
for -payment to_ the concerneé prmters/pubushers

- k. Supply and distribution of ERB publzcatnons to: (a) Trade Associa-

-tions, (D) Sector Corporations, (c) Govemment Departments/Minis-
e triies, "(d) Banks.etc. T

L 'Mamtenanw of stock rag!sters of EPB pubhcanonc
SNFOBMAT!O»! ‘OFFICER . :

a. Preparauon of press handout.. = a T ol Pher

b. Preparation of publicity materials and their publication in various v

newspapers, weekhes, fortmgi*txes. monthlies’etc. in genei'al'-'arid'—‘-dh

.nanonat casions. : A R
c. Atrangemm,xt of. publications of advemsement {e.g. employmerit:notice,
; supply .of atatxonenes _supply of liveries, submission of 'sampiesfor i

display in International .Trade Eaxrs etc) as and when recexved from
various sections/Divisions of “EPB. .
d. " Processing "of bills relating fo publication of EPB's 'advertis'emen’t"m
Various nowspapers, we eklies, fortnightiies, monthlies etc. for payment.
: - DEPUTY DIRECTCR: (Trade Information Centre) -
= a. En_su.mg selection and. acquisition of informat'on materials.

b. Scanning- and classificztion of incoming materizis and dissemination
of activities/informations. '

A e . Pt
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DIRECTOR ({Policy & Planning) DIVISION

( 11 ).

c. Maintaining Liaison with. other dlv;s:on of the Bureau and other

‘nationa! and international organisations e..g, ITC, UNCTAD/GATT
UNIDO, FAO, ESCAP and others of interest to trade information.

d. Orgamsmg Trade lnformduen Workshops and participating in other

NETP Programme. ) R T .

e. Carrying .out tue .national }'es'ponsibiiity of  Regional Trade ' Informs-

_tion Net-work, specially updatmg of natnenai trade profile and other '

imputs for regional not-work.
t Parttcnpatmg in TIC's counselling servnce to the users,

" INFORMA 11ON OFFICER (TIC) -

a. Maintenance of Trade lnformation Centre.
b. Compiation of Exporters List. :

¢. Prepaation of buyers list of differem -pl;oducts‘ of countri_es‘of ‘the

‘world,

d. Collecuon ‘of Commercnal lnformanon/”frade Enquiries. through Bangia-

desh Missions abroad and dissemination ‘to the local exporters.-
Public relations work xelatmg to £xport Trade. K

Day-to-day staff matters .and- staﬁ deploymem

Seaming and classsfxcauon .of materials.

Participation in counce%hes ‘and reference saniioaios. wnel - - -

gl e

*“information senes/documems for. dissemination.

j. Organisation .and management of stock ; its procassmg, “binding,

:ixamtenance display, utilisation, secunty, descarding aad updatmg
collsction of data and its organisation. - 5 -

k. Supervlsmn of company profiles and product profiles.

a. Supervxsuon of Policy & Planning Branches.

To-~be tresponsible for - preparation of . Expoxt Pohcy Proposal.”
‘Fixation of - Export Target and foliow up ‘actions. et
:Exammaﬂon of Export ‘aspect of :mport pohcy
Orgamsmg Cemra! Task -Force meetmg.
Provxdmg Secretarial services to Export Co-ordmat:o“ Umt
Organising Export Promotion Coanc:l meetmgs. ]
Supervision . of - ITO & GSP Branches L sl vof ot il
Responsible for -f{inalization" of briefs relating to UNCTAD, GATT,
World Bank/IMF etc, i

~ j Implementatoin of Trada Promutmn P:ogrammas with ‘TC/L,FTC/EEC/
. SIDAJUNDP eic.
K. All other policy matters rel atmg 10 ITO & GSP implemeantations,

.ms"sf

Fo oo

e
.

Preparations  of bibhographnes and egtmnal preparation of. other trade

i
$
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DEPUTY DIRECTOR (Policy & Planning)

a. Examination of Folicy proposa! made by different exporting agencies.
b. Preparation of annual export policy perosa!

c. Preparation and submission of projects activities from time to time to_ .
Planning Commission.

d. Follow-up action of export policy. 3y

e. Preparation and implementation of various exfaért incentives.

f. - All-policy matter re'l,ated‘to export financing ?Banks, Insuranc etc).

"g. Formulation of .policy relating to shipping, freight etc. and its
implementation and -follow-up.

h. Pteparatlon of country bnefs, {rade protoco' special trade. agreement
barter jomt commission etc. ;

i. 'Preparalion of biiefs-and - examination of all maiters relating to' UNCTAD/:. i oo -
.GATT/World Bank/IMF etc. ' :

3 Preparatmn of pmposals of Trzde Pmmoimn Progromme with £EC, CFIC;:
iTC, SIDA & UNDP etc.

k. All matters relatmg to tariff and non‘tanff barriers. et

L Preparatxon of a,ountfy proposal _for C.SP and its effective utmzanon

m. To work as Counterpart to different expamate countries.

assisTanNT DfReCTOR
a. - Ground. work relating to formulation of Export Policy & Export T;!xgez
Coliect;on and assimilation of m*ormat:on for arranging sectoral mee--

tings leading ‘to the formulation of export policy proposals.,

,ﬁ’ 5

' b. Ligison with Chambers & Associaticn, Service snshmtmns,. Depart;«
ments- eic. i ey SALTER s

Pfeparatron -0f papers re!atmg to the meetmgs -of C’“‘C ECU & EPC

c

d. 'Freparanon of brief for barters, deint commission and irade agreements... ;.ind v
€

f

Coliection of Trade and Tanff regulations of different countries.::

s
-

lssuaﬂce of CSP Cemﬂca

g. lmpiementat of Economic and Téchnical Co-operation of Foreign -
Doner Agencies. ‘ -

h. Works relating to Bangkok Agresment.

fo

Works relating to Multilateral Trade negotiations.
Other foliow-up works.

P

B




RESEAKRCH OFFICER LI -

a. Preparation of development project proposais reiated to export sector.
Preparation of project proformas which are reqmred ic be submitted
te Planning Commission from time ic time.

o

c. ‘Writing of progress report on the various projecis..
d. Co-ordination of all development projects of other bra'}"has
e. Economic analysis of expert sector. ,
. f, Monitering and- forcasting of export performance keepmg in view the

country’s short term & long term perspective plans and programmes eic.
g. Preparation of Annual Development Programme. with EEC,. UNDP,
CETC, ESCAP & SIDA. ' -
h. Preparation of bnef for visiting Advxsers[Consultanzs
i Preparatson of background papers on the global.irade arrangements.

DEPUTY DIRECTOR ( Research & Statistics )
‘a. Collection of data and compilation of export sta'usncs in various forms.
b. Preparation and publication of monthly/ periodical statemems/buﬂetms‘
c. Preparation of Review and necessary ana!ytlcal statements showing
trend of exports, market. price,.sector-wise shares etc, ! :
d. Preparauon of final statement showing month-wise break~up of eyporls‘
-of- Bangladesh e
‘Compﬂann and publication of the bulletm -Export fm'n Bang!adesh"
Preparation of annual publication '*Bangladesh Export Statlsncs e
Maintaning Data Bank on export trade of Bangladesh. - ' el
" Fixation of commodity-wise and sector-wise export target of the country :
F\xauon of country wase and commodity-wise export target o..Bangladesh.i

TN N o p oo g e s 4
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{a Prepatanon “and supply of materials for- various publica itions e.g. Econo-

“mic Survey of Bangladesh, Annual Report of- Commo"ce Division and . s St
various publ« at:ons of EPB ]

i -
. k. WNionitoring of export, pcrfor'nance 10 various fo'rums Mn.xstnes Divisions . .
etc. ; . ! : 2 | : :
i. Preparation of \}érious “charts/graphs’ main!yf on export 'trade~ of §
Bangladesh. A : : : Sast dpnd
m Compilation of price indices, Aterm's of trade 'gtc_ oo  froafsld o5 f},
RESEARCH OFFICER (2) » LN \%';:_;
a. Compilation of pnce indices; terms of xrade elc. : e R e e )

b." Examining. monthly economic reports‘ received f{G”“x trade -oﬁs CeS.iit . -
abroad an.i urculanon of xelevant portiors of the same to dn‘feren’

.. 'egengies.
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Praparation. of commodit;
men's delegation eic.

notes, country profiles, brief for business.

Assisling the Depu?y Director (R & S).

DEPUTY DIRECTOR (0SSC & Training)

&

b.

Providing assistance to the exporters in obtaining export finance, tax

concession, bonded ware-house facilities etc.

Taking follow-up
exporters.

aclions for arranging shipping/air space for the

Prsparatlon of annual National Export Training Programmes.

Assxstmg the eyoonexs in ali possible ways in fulfsmug their expon
commnmems in time..

-Precessing papers reiatmg to sending busmessmon de!egausn abmad

Processmg matters re!atmg to trade {ixsouies

Processing "of cases of foreign traxmng and workshop. .

Arranging. foreign sponsored Seminars. _ %

“Working: as. Speékers at  different workshopjseminars‘,'

ASSISTANT DiRECTOR

a.

e.’

1.

RESEARCH OFFICER ' ; ' hacipiegs JERES

.

s

[

Recommending

- Assisting - and advising exporters on all

- works hop etc.

Prov:dxng assistance to exoorters velating to export fmancmg, duty

'drawback bonded ware- house and - :duty and tax concession.

and persumg Aor shipping and air .space for the

‘exporters. . : L e

Collection and circulation of shipping informatiori.

wath export trade.

Promptly atten

Acslstmg expun;:s with latest market intelligence. g g 3 SR

Preparaiaon of umuai ‘National Expun Training Program*ne,

All arrangemews for hoidmn ‘of evenis

Nominate EP3 officials for training/seminars abroad. v
Amrangement for .holding International Seminars / Workshop - in
operation with forsign agencies in Bangladesh.

Preparation of periodical

report ralating 1o training.

procedural matters connecied:

ding - to Banking, CUS’Omb and Transpo;tat on problems,

like fycal training, seminas,
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DIRECTOR (Commodities) DIVISION

a. To be responsible for overall co-ordination of activities of Agricul-
ture, Forest, Fisheries, Industrial and Small & Cottage Industries wmgs
under- these Divisions.

b. To organise programmes relating to product development, product
adaptation regarding Agriculture, Forest and Fisheries, Leather, animal
Di- r'roducts and olher industrial and smail & Cotizye lnduslry products

c. To- teke up actxvxtles relatmg 10" suivey and marketing needs of
these products ‘and necessary actions accordmg!y.

d. To have close lisison with other divisions for taking up product
devempment activities with regard to these products.

e. 1o ass:sf and advise erporters on matters of pioduct devc!opment
and adapLanon needs for these products.

f. Suggest fiscal ‘and ~other incentives for these products for. eprrt
- development. ‘ : e
g. To take up action pregramme for. selectwe comrodities- from time

to time.

hi %o make strong producer -exporter linkage. - Ty i

i anxson ‘with other concerned depanmem/agencses to solve day to
day prc.ole*ns in-export.

j. To periom follow-up activities and trade promotion initiated ‘by other
divisions in respect of these co'mmodities ;

k. Uaison with trade offlces abroad. on trade Intormation on" these

Z4
products ’b

Any. other activiy assvgned by the authomy on product deve!cpment .

and marketing of these products.

DEPUTY DIRECTOR (AFF)

Dt
AT

a. "o perform activities relating to product d=ve!opmem' and adapta‘uon
: on Agriculture, Firshery and Fotestry products. % =g
" b. Chalk’ out prsgrammas for survey and marketing needs -of- Agncm- ( T
ture Fisheries and Forestry T e i Rt 2 e Q‘;, <
c. To assxst exporters on product development and adaptation: needs §‘{
: d. -Work ‘out fiscai and other mcent:ves for Agnculture and Forestry % :
products. K ; , : i g
e. To perform activities on.action programme in respect of selected
R ; 4
commodities assugned by the D:rector . : 1!
4
//
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©, Provide up-to-date information. about world market in respect of

d.

€.

feather.

Under'aile Mass Educanonal Campasgns for proper flaying, curing and
preserving of hides and skins. ;

Any other iunction assigned by the .DirectOr/Depu:ty Director.

DEPUTY DIRECTOR (1P)

a.

o

o o O-

To perform - activities .relaﬁng to product deveIOpmentand’iadaptaﬁon
on industriat products. i

' To Chalk out programmes for survey and marketing neadc of industrial .

products.

To assist’ x—:fporters on product development and adaptation needs,
Work out fiscal and other incentives for industrial products.

To perform activities on action Programme in respect -of selected

_commadiiies as. assugned by the Diréctor, - .
To take up-iollow-up acuvmes on trade promotion initiated by other‘

divisions,
To establish C"‘trcvng exporter- producer tinkage.

Any activity assxgned by the authonty on product deveiopment - of

xndustna! products.

ASSISTANT DIRECTOR
a..

b.
‘e

To perform activities and product development on - industrial products
To take up field survey ac‘uvmes and studies on sndusina‘ products
To assist exporters to -solve gay—to -day prob!ems on export deveiop-
ment of industrial products. =

To .assist Deputy, ‘Director on matters re!afmg to ‘export dnveioament' 4
needs on indusirial products and perform such other funct:om asssgmd 3
.by the - Directcr/ ueputy Du’ector

RESEARCH OFFICER. ¥ 312000 42

2

b.

o
d.

Preparation -and submission b papers for survey and mametmg needs;"‘"
" of industrial prodqcts -

Preparation of action programme in respect of selected commodx‘les i
Collection and compilation of data on industrial prodicts.

Any other work assigned by the Dxrector/Deputy Director. = QeI PV e M

 DEPUTY.DIRECTOR (SCI). /'~ - s = .7 . REEE T

a.

b.

’

To perform acuvnﬂs re!atmg to product develiopment and adapzatlon
on small scale industries products

Chalk out programmmes for survey and marketmg ne“ds of “small
scale industries products.

To-assist exporters on product development and adaptanon needs.

Work out f:scal and other incentives for SCI producis.

3 . ] e
e oAy AP ST 854 1 o A A 8 Y op g s i AR e 4

AR

E;

B )

ap
o




(16)

To take up follow-up activities on trade promotion initiated by other
divisiona,
To establish sirong exporter-producer linkage.

Any other activily assigned by the authority on product. develop-
ment of Agriculturs, Forest and Fisheries products.

ASSISTANT DIRECTOR

a.

To perform activities and proauct development on Agricultural and
Fisheries products

To take up held survey activilies and studies on Agricultural and

Fisheries products. _
To assist exporiers to solve day to day problems on export .deve!op-
ment of Agricultural and ‘Fisheries products.

To ass’st ‘the Deputy Director (AFF)-and perform all such duties as
be assigned to him by the Director/Deputy Director. -

RcSEARCH OFFICER

b.

C.

3.

. To. perform activities and product development on Forestry products..

To ‘take up {field survey acnvmes and studies on F-orest v pfoducts.- .

To. assist exporters to solve day-to-day problems on export develop- :

ment of Forestry products.

To assist Depmy Director (AFF} org matters _'relaﬁng to eprr‘!
development needs on Forestry products and perform ali such
functnons-as may be assxgs‘a 2d to him by the Dlrector/Deputy Dlrector

. DEPUTY. DIRECTOR (Leather Ceil & ABP) . ‘
Gear-up all activities congerning Leather Sector under a common

forum in co-operaiica with other agencies.

Undertake steps for market promotion of leather and leather pmducts

c. Implement the recommendation of the leather Committee’s reposts-

e,

f:

g
h.

) r«SS‘S‘{ANT DIRECTOR (L eather & Ammal bi- products;
Provide téchnical, marketing and maﬁage;zal assistance ia the tanners.
Undertake steps for market promotion of leather and leather products, -

a.
b-

Explore market pnss:biht\es for jomt vemure arrangemenis for furthes
processing of tsa*her for ‘exports.

Establish linkage between producers and exporteis.

Remove bottlenscks 1mpendmg export of animal by-producis.

Settle trade -disputes be!ween sellers and buyers 74 .
Piovide counselling .m regard 1o market and products pnces

s
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¢, To perform activilies on action programme in respect of selected
vemmodities o assigned by the Director.

f, To take up follow-up activities on trade promotion initiated by other
divisions.

g. To establish sirong exporter-producer linkage.
h. Any. other ccuvny assigned by the authomy on pioduct de velopmem of
SCI products.
RESEARCH OFFICER
a. o perform ‘activities and product development on SCi produ‘.ts
b. To take up fzeid survey activities and studies on SCi products.

c. To assist exporters to solve day-to-day problems on export develop-
ment of SCI products. _

d. Preparation of papers for survey and marketing ‘needs of SCI products,
e.- -Examination-of-papers-on incentive’ matters to SCl products. ~
{. Any other. work @s.s'izgned, by the Directer/Deputy Director.
DIRECTOR {Fairs & Display Division)
a. In-charge of Fairs & Display Dlvxs;on
b Supervzse works’ rei«mng to ;
i. Bargladesh participation m imema’uonai Trade Fairs,
i Management of Display and Sales Centres sbroad. ~

iii. Orgams.}non of Bangladesh Week, Singie Country Exhibition, Buye;.
Seller-Meet and Contact Promotion Programme ab'oad

DEPUTY D!REC""DF% {Fairs & Display) A
a. Preparatmn of annual fair calender. ‘ At

b, Examination of offers received {rom various agenci es -and co.mfne~
relating 16 participation in fairs. ' _

_ Selection of exhibits for various fairs. : -
d; Superv*sxm of the activities of Assistant Directors of the Fair Division.

ASSISTANT DIRECTOR (International Fair)
a. Procurement and despatcn of exhibits to ditferent *‘axr jestmauons cr
b, Evaluation of reports and post fair follow-up action. . '
c, Supewision of Stores (Exhibits).

d. Consolidation of fair participation reports and: circu%aéign 10 concerned:

guarters. . '
e Any other fumctm'\ a351gp°d by the uzrectow/Depe ty Director.

,ASSISTANT DIRECTOR {Local Falr)

a. Preparat:ar‘ of proposals for of ganising local {airs at different parts of
the countrv in consultation with trade bodies.

b, Prepa: ation. of budget estimate for organising such fairs,
c. Procuremient and despatch of exnibits to different falr :ﬁssrmatsons
d. Maintenance of accounts relating to all local {airs,
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i i D!SPLAY OFF!CE‘? ( Export Emporium )

- N

b

C.

g-

"To act as Officer in- charge of th.e Export Emporium.
To organise display and sales of the Bangladesh exportables.

To attend to all "queries mads by visitors and intending buyers
about the itzms put- on display in the Emporium. . - -

To undertai'e periodical  stock ‘taking of ‘the goods and initiate action
for replineshment of stock in consultation with the Fair Division. :

To ensure' proper maintenance of accounts and timely deposit of
sales procsed in the appropriate account.

To co-ordinate the activities . of the Display and Sales wmg of the
Emporium.

To pedofm such other functzon assxgncd by the Fair Divisions.

To work closely with ex

'\CH/AETFR OF DUTIZS OF REGIONAL AND BRANCH OFFlCtS
a

-q/Extend facilities to expor:ers rega ding, shigping,, banking .and. other ...

= i./Ex‘(e'xd full . co-operation with the Dlstnct Administration andmamtam
o _close iiaison thh them. : - A

BRANCH OFFICE, MILAN | O TUAT SRS

H
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probler S,Wes 1denufy new capacities - and'

zsSist in implementation of SPertserviees.

ieading exporters, busmessmen .for exchange trade information, -
identitication of- export prduct and solvmg bottlenecks, .if any.

To analyse and ‘maintain’ trade enqumea and to supegrvise ‘the dally

operation: of trade ‘information services and ensure sending replies -

to rade enquiries and foHow -up actions.

Undertake research- -and process information on various erport

products.

Evaluate system- of quality control/standardisation for product‘desngn,'

product development and su@geslmg improvement.

© Qrganise QBm.G_..SJ__ﬂ'T_ﬂJD-Q-S——Dﬂ—-QZ_’;DOH promotxon/productlon as per

instructions from Heao offu,e

reta =2d praeblems,

xplore and examine the potential of export. oriented praduots and P

perform such functions as may be assigned by ihe Head office. ... .

DIRECTOR : o

of Bcngladesh products.

'To zssist the . exporters with necessary market «'\formatlon in exportmg
their products.

To sbppiy information for development of tang‘adesh exports in
the country of his postmg A

To undsriake market intellegence and pubiicitg{ drive for increasing.
_Bangizdesh export abroad.

o maintain regular contact with the Chambers/Trade Assocxat;ons —

R R e

ey

To heip -establish dtrect link with the buyer< of the area fox expo't.-'-'.-'.‘f:-v'--<--:

B e 1Y




