
MYcÖRvZš¿x evsjv‡`k miKvi 
RvZxq  wk¶v e¨e¯’vcbv GKv‡Wgx (bv‡qg)  

†cvt-wbD gv‡K©U, XvKv- 1205| 
wmwU‡Rb PvU©vi (Citizen Charter) 

 

f~wgKv t  bv‡qg wk¶v gš¿Yvj‡qi GKwU mshy³ `ßi I cÖwk¶Y GKv‡Wgx| evsjv‡`‡ki gva¨wgK I D”Pwk¶v —̄‡ii wk¶K I e¨e ’̄vcK‡`i cÖwk¶Y, wk¶v M‡elYv Ges wk¶v cwiKíbv Kiv Gi cÖavb KvR| 
 

wfkb (Vision) t bv‡qg‡K Avš—R©vwZK gvbm¤úbœ cÖwk¶Y cÖwZôv‡b cwiYZ K‡i wk¶v‡¶‡Î `¶ Rbkw³ M‡o †Zvjvi gva¨‡g mywk¶v wbwðZKiY| 
 

wgkb (Mission Statement) t  ¸YMZ cÖwk¶‡Yi gva¨‡g gva¨wgK I D”P wk¶v —̄‡ii wk¶K I Kg©Pvix‡`i `¶ cÖkvmK, e¨e ’̄vcK I M‡elK wn‡m‡e M‡o Zz‡j wk¶_©x‡`i wek¦vq‡bi P¨v‡jÄ   
        †gvKv‡ejvi Rb¨ cȪ ‘Z Kiv| 
 

j¶¨ I D‡Ïk¨ (Aims and Purpose) t  †mev MÖnYKvix‡`i m‡½ wbweo †hvMv‡hvM ’̄vcb  Ges Zvu‡`i cKvgk© MÖn‡Yi gva¨‡g cÖPwjZ †mev cÖ̀ v‡bi cÖwµqv‡K Av‡iv MwZkxj I gvbm¤§Z   
        K‡i M‡o †Zvjv| 
 

µwgK  cÖ‡`q †mev †mev`v‡bi m‡e©v”P mgh 
(w`b/N›Uv/wgwbU) 

‡mevMÖnxZv Z_¨ †Kv_vq cvIqv hv‡e 

1  2 3 4 5 
1. eywbqv`x cÖwk¶Y cÖ`vb 4 gvm wewmGm (mvaviY I KvwiMix) wk¶v K¨vWvi Kg©KZ©v 
2. mÄxebx cÖwk¶Y cÖ`vb (eywbqv`x m¤úbœKvix‡`i) 2 mßvn eywbqv`x cÖwk¶Y †Kvm© m¤úbœKvix †gavbyhvqx †k‡li 20 Rb 
3. wk¶v cÖkvmb I e¨e¯’vcbv cÖwk¶Y (K‡jR) 21 w`b K‡jR I wmwbqi gv`ªvmvi Aa¨¶MY 
4. mÄxebx cÖwk¶Y cÖ̀ vb (K‡jR) 2 mßvn c~‡e© cÖwk¶Y MÖnYKvix K‡jR I gv ª̀vmvi Aa¨¶MY 
5. wk¶v cÖkvmb I e¨e ’̄vcbv cÖwk¶Y (gva¨wgK) 21 w`b ‡m‡KÛvix ¯‹zj I mgch©v‡hi gv ª̀vmvi cÖavbMb 
6. mÄxebx cÖwk¶Y cÖ`vb (gva¨wgK) 2 mßvn c~‡e© cÖwk¶Y MÖnYKvix ‡m‡KÛvix ¯‹zj I mgch©v‡hi gv ª̀vmvi cÖavbMb 
7. wk¶v cwiKíbv I Dbœqb cÖwk¶Y cÖ`vb 1 gvm wk¶v gš¿Yvj‡qi Aaxb ’̄ `ß‡ii / miKvix K‡jR-Gi Kg©KZ©vMb 
8. wk¶v M‡elYv c×wZ cÖwk¶Y cÖ`vb 1 gvm eywbqv`x cÖwk¶Y †Kv‡m© †gav ¯’vb (1--20) AR©bKvix cÖwk¶Yv_x© 
9. KwgDwb‡KwUf Bswjk cÖ̀ vb 2 mßvn gva¨wgK ch©v‰qi Bs‡iRx wk¶KMY 
10. KwgDwb‡KwUf Bswjk cÖ̀ vb 2 mßvn D”P-gva¨wgK ch©v‰qi Bs‡iRx wk¶KMY 
11. Kw¤cDUvi Gwc−‡Kkb cÖ̀ vb 2 mßvn gva¨wgK ch©v‰qi Kw¤cDUvi wk¶KMY  
12. jvB‡eªix cwiKíbv I e¨e ’̄vcbv cÖwk¶Y cÖ̀ vb 2 mßvn K‡jR ch©v‡q Kg©KZ  jvB‡eªixqvbMY 
13. wk¶v cÖkvmb wel‡qi cÖwk¶Y cÖ`vb 2 mßvn wk¶v gš¿Yjvqvaxb `ßi/wk¶v cÖwZôvb Kg©KZ©v/†Rjv wk¶v Kg©KZ©vMY 
14. cÖKí e¨e ’̄vcbv cÖwk¶Y cÖ̀ vb 2 mßvn wk¶v gš¿Yvj‡qi Awab ’̄  `ß‡ii Kg©KZ©vMY 
15. Awdm e¨e¯’vcbv cÖ`vb 1 mßvn wk¶v gš¿Yvj‡qi Awab¯’  `ß‡ii Kg©KZ©vMY 
16. cÖwkÿK‡`i cÖwkÿY (TOT) cÖ`vb 1 mßvn wk¶v gš¿Yvjqvaxb cÖwk¶Y cÖwZôv‡bi cÖwk¶KMY 
17. Secretarial Science cÖwk¶Y cÖ`vb 1 mßvn K‡jR ch©v‡qi g¨v‡bR‡g›U wk¶KMY 
18. m¨v‡UjvBU †Uªwbs cÖ̀ vb 2 mßvn MÖvgxb ¯‹zj ch©v‡qi †kÖYx wk¶KMY 

 
 
cwiPvjK  
(cÖwkt I ev¯—t) Gi `ß‡i 
‡Uwj‡dvb t 8650478 
wcGweG· t 9670357-8 
d¨v· t 8650320 
 
bv‡qg I‡qemvBU 
www.naem.gov.bd 
 



 
 
 
µwgK  cÖ‡`q †mev †mev`v‡bi m‡e©v”P mgh 

(w`b/N›Uv/wgwbU) 
‡mevMÖnxZv Z_¨ †Kv_vq cvIqv hv‡e 

19. cÖksmvcÎ cÖ`vb Av‡e`b cÖvwßi 1 mßv‡ni g‡a¨ mb`cÎ nviv‡bv cÖwk¶Yv_©x, bv‡qg Kg©KZ©v I Kg©PvixMY 
20. WªvBwfs jvB‡mÝ cÖ`vb Av‡e`b cÖvwßi 24 N›Uvi g‡a¨ eywbqv`x cÖwk¶YKv‡j Kw¤c‡UwÝ †U‡ó DËxY© Kg©KZ©vMY 
21. cÖwk¶Y fvZvi wej cÖ̀ vb wej †ck Kivi 2 gv‡mi g‡a¨ wewfbœ cÖwk¶Y †Kv‡m© AskMÖnYKvixMY 
22. cÖwf‡W›U dvÛ †_‡K AwMÖg cÖ`vb Av‡e`b cÖvwßi 1 mßv‡ni g‡a¨ bv‡qg Kg©KZ©v/ Kg©Pvix 
23. cÖwf‡W›U dvÛ †_‡K P~ovš— D‡Ëvjb Av‡e`b cÖvwßi 1 mßv‡ni g‡a¨ bv‡qg Kg©KZ©v /Kg©Pvix 
24. wewfbœ cÖKvi AwMÖg/†jvb Gi Av‡e`b wb®úwË Av‡e`b cÖvwßi 1 mßv‡ni g‡a¨ bv‡qg Kg©KZ©v /Kg©Pvix 
25. ‰bwgwËK QywU e¨wZZ Ab¨vb¨ QywUi Av‡e`b wb®úwË Av‡e`b cÖvwßi 1 mßv‡ni g‡a¨ bv‡qg Kg©KZ©v/ Kg©Pvix 
26. UvBg †¯‹‡ji Av‡e`b wb®cwË Av‡e`b cÖvwßi 2 mßv‡ni g‡a¨ bv‡qg Kg©KZ©v/ Kg©Pvix 
27. `¶Zvmxgvi Av‡e`b wb¯cwË Av‡e`b cÖvwßi 2 mßv‡ni g‡a¨ bv‡qg Kg©KZ©v/ Kg©Pvix 
28. GjwcAvi/jv¤cMÖv›U msµvšÍ Av‡e`b wb¯cwË  Av‡e`b cÖvwßi 2 mßv‡ni g‡a¨ bv‡qg Kg©KZ©v/ Kg©Pvix 
29. ‡cbkb †Km Av‡e`b wb¯cwË Av‡e`b cÖvwßi 2 mßv‡ni g‡a¨ bv‡qg Kg©KZ©v/ Kg©Pvix 
30. evwl©K †Mvcbxq Aby‡e`b/cÖwZ‡e`b c~iY/ bevqb Av‡e`b cÖvwßi 2 mßv‡ni g‡a¨ bv‡qg Kg©KZ©v/ Kg©Pvix 

 
cwiPvjK 
(cÖkvt I A_©) Gi `ß‡i 
‡Uwj‡dvb t 8650340 
wcGweG· t 9670357-8 
d¨v· t 8650320 
 
 
 

31. wWwcwc cÖ¯‘ZKiY m‡e©v”P 3 gvm bv‡qg / wk¶v gš¿Yvjq 
32. bv‡qg Kvh©vejxi evwl©K cwiKíbv cÖYqb m‡e©v”P 2 gvm bv‡qg / wk¶v gš¿Yvjq 
33. bv‡qg-Gi c~Z© Kv‡Ri Z`viwK cÖwZ Kg©w`em bv‡qg / wk¶v gš¿Yvjq 

cwiPvjK 
(cwit I Dbœt) Gi `ß‡i 
‡Uwj‡dvb t 8650362 

34. bv‡qg Rvb©vj cÖKvkbv cÖwZ 6 gvm ci 1 wU bv‡qg / wk¶v gš¿Yvjq 
35. bv‡qg wbDR‡jUvi cÖKvkbv cÖwZ 3 gvm ci 1 wU bv‡qg / wk¶v gš¿Yvjq 
36. M‡elYv Kg©m~wP ev¯—evqb Avw_©K eQi Abyhvqx wba©vwiZ bv‡qg / wk¶v gš¿Yvjq 
37. M‡elYv Kg©m~wP mfv Avnevb I Av‡qvRb KwgwU KZ©„K wba©v©wiZ bv‡qg / wk¶v gš¿Yvjq 
38. MÖš’vMvi e¨envi †mev cÖwZ Kg©w`em 

(mKvj 8:30n‡Z ivZ 8:30) 
cÖwk¶Yv_©x, bv‡qg Kg©KZ©v / Kg©Pvix Ges wk¶v M‡elKMY 

39. IqvK©kc / †mwgbvi / wm‡¤úvwRhvg Av‡qvRb m‡e©v”P 3 (wZb) Kvh©w`em wewfbœ cÖwZôvb 
40. wi‡cvU© ‰Zwi, Z_¨ cÖ`vb wKsev mieivn cÎ cÖvwßi 2 mßv‡ni g‡a¨ bv‡qg / wk¶v gš¿Yvjq 

 
cwiPvjK 
(M‡et I Z_¨vt) Gi `ß‡i 
‡Uwj‡dvb t 8650470 
wcGweG· t 9670357-8 
d¨v· t 8650320 
 

 



 
 
 
 
 

Awdm mg‡qi c‡i Z_¨ msMÖn 
(d‡g©i wk‡ivbvg/ wd cÖ`vb/ Kvi Kv‡Q) 

Awf‡hvM cÖ̀ vb msµvš— Z_¨ 
(gva¨g, ¯’vb I wb®úwËi ch©vq) 

Awf‡hvM cÖvwß ^̄xKv‡ii  
m‡e©v”P mgq 

M~nxZ c`‡¶c 
AeMZKi‡Yi m‡e©v”P mgq 

‡mev MÖwnZv‡`I mv‡_ gZ wewbgq mfv  
I civgk© MÖn‡Yi ’̄vb 

11 12   13 14 15
 
Awdm mg‡qi c‡i 
* d‡g©i / Av‡e`‡bi my‡hvM bvB| 
 
* wd cÖ`v‡bi cÖ‡qvRb bvB| 
 

* Ri“ix cÖ‡qvR‡b t 
 

   mnKvix cwiPvjK (Kgb mvwf©m) 
   ‡Uwj‡dvb t 9358142 
   ‡gvevBj t 015.52410547 

 
gva¨g t 
WvK‡hv‡M, mivmwi  A_ev 
B-‡gBj K‡i Awf‡hv‡M Kiv hv‡e| 
 
E-mail : info@naem.gov.bd 
 
Awf‡hvM ev· _vK‡e t 
cwiPvjK (cÖkvt I A_©t) Gi `ß‡i 
 
wb®úwËi ch©v‡qt- 
1| mswk−ó wefvM / kvLvi  mnt cwiPvjK
2| mswk−ó wefvM / kvLvi  Dc cwiPvjK 
3| mswk−ó wef‡Mi cwiPvjK 
4| bv‡qg Gi gnvcwiPvjK 

 
 
 
 

2 (`yB) mßvn 

 
 
 
 

3 (wZb) mßvn 
 

 
RvZxq wk¶v e¨e ’̄vcbv GKv‡Wgx (bv‡qg),   
‡cvt wbDgv‡K©U, XvKv- 1205  Gi- 
 

1. AwW‡Uvwihvg / Kbdv‡iÝ K‡¶ 
Av‡qvwRZ †mwgbvi / Kg©kvjv / gZ 
wewbgq mfv BZ¨vw`i gva¨‡g| 

2. cÖvmw½K wel‡q M‡elYv Kvh©µg 
cwiPvjbvi gva¨‡g| 

3. m¤úK©hy³ Gi †mev cÖ̀ vbKvix 
Kg©KZ©v / Kg©Pvix‡`i cvi¯úwiK 
Av‡jvPbvi gva¨‡g| 

 


