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	BANGLADESH-JAPAN TRAINING INSTITUTE (BJTI)

is going to organize a
Day-long Exclusive Training on 
Professionalism At Work Place 
Resource Person:  Ms. Humaira Sharmeen, Lead Consultant and Trainer, Campus to Corporate

	Date: 11 July 2025 (Friday)
Time: 8.45 AM- 5.00 PM

Deadline for Registration: 10 July 2025 (Thursday)

	Venue: Bangladesh-Japan Training Institute (BJTI), Room # 7, 7th Floor, Eastern Plaza, Sonargaon Road, Dhaka.
Registration Fees: BDT 4,000/- Per Participant excluding VAT & TAX. (Members of BJTI, BAAS and Organizations nominating five or more delegates will enjoy 10% discount on course fee). The fee will cover tuition, stationery, reproduction of training material, training aids/ equipment, cost of venue, food & refreshment, certificate etc.


	For Registration or additional information please call us: 01958155162, 02-223361413

or E-mail to: info@bjti.org, contact.bjti@gmail.com, Website: www.bjti.org,  
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: https://www.facebook.com/bjti.info/   

To confirm your registration, please fill out the registration form and pay the registration fee by 10 July  2025 (Thursday) in favour of “Bangladesh Japan Training Institute” to Dutch Bangla Bank Ltd, Elephant Road Branch, Dhaka, Account Number: 1261100033403.  

Or, via Bkash Pay (01780-364200) (you must pay an additional amount of BDT 80 Bkash cash out fee).

	

	Resource Person:

Ms.Humaira Sharmeen

Lead Consultant and Trainer, Campus to Corporate
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With a well rounded experience in total operations of a company, HRM and Marketing, from entry to C level positions; Ms. Humaira Sharmeen has developed the art and skills of public speaking. She has got 19 years of experience of capacity development in the fields of marketing, HRM and management. She has designed module and conducted many public and customized training for many companies. Some of the companies are Sanofi Aventis, GlaxoSmithKline Bangladesh Ltd, Amtras, Energy Pack, Nuvista Pharma, Pan Pacific Shonargaon, ACME pharmaceuticals, Unimed-Unihealth pharma, Radiant Pharmaceuticals, Jobsbd.com, Ibnsina Pharmaceuticals, Incepta Pharmaceuticals, Prothom Alo, Prothom-alojobs, IDLC, Runner group, East West University and many more. 

Ms. Humaira Sharmeen was the key speaker in many learning sessions for the students of Institute of Chartered Accountants of Bangladesh (ICAB), Institute of Cost and Management Accountants of Bangladesh (ICMAB), Bangladesh Institute of Management (BIM). She has also delivered motivational speeches and training in many universities. She has the experience of designing and anchoring career enhancing shows in radio ABC. She is a trustee member of Bangladesh Organization of Learning and Development (BOLD) and an associate member of Bangladesh Society for Human Resource Management (BSHRM).
She is a versatile professional offering over twenty years of professional experience in renowned local and multinational companies. She worked for Sanofi Aventis, GlaxoSmithKline Bangladesh Limited, Prothom Alo and Bonik Barta. Her diversified work experience enabled her to handle diversified people and culture as well as training for them. 

She has extensive training and workshop experience both local and in abroad. She facilitates   training and workshops on soft skills, leadership and human resource management. She is a MBA major in Marketing and Human Resource Management from North South University and Master of Pharmacy from Dhaka University. Currently she is self employed in her consulting company “Campus to Corporate”.
	Professionalism At Work Place 
Training Objective: 

After this training, participants will be able to learn the following:

· Create a professional image and maintain positive office relationship with diversified people working in and out of an organization. 

· Introduce people properly, be a good communicator, and follow proper etiquette in meetings and other business discussions. 

· Display courtesy on the telephone, in voice mails, and in written communications.

· Understand and implement the basic rules of personal grooming and how to dress for success
· Follow proper etiquette at business functions and dinners, and identify formal table settings for business dining. 

Contents: 

Module 1 

· Definition and importance of etiquette locally and globally  

· Golden rules, types of etiquettes

· Definition and importance of professionalism 

· Corporate culture and professionalism at work place

· How to make powerful first impression in professional world

· Magic of hand shake, business card exchange 

Module 2

· Different Styles of Dining…local and international 

· Seating Arrangements

· Table manners

· Napkin Etiquette

· Body Language at the Table

· Dining Conversation

· Office party and guest invitation

Module 3

· Dress for success both local and international context

· Cloths and corporate culture

· Do’s and don’ts in dressing

· Understand various dress codes for different occasions

· Personal props and accessories for man and woman

· Grooming versus corporate etiquette 

Module 4

· Email and telephone etiquette

· General etiquette

· Sending effective messages

· Responding to messages

· Organizing the different parts of an email

· Social media etiquette

· ealth

Methodology: 

Interactive discussions, Power point Presentations, Game and role plays. 
. 
Who will be benefited?
Executives, Officers and Managers from any departments of all companies. 
Language: English and Bengali
Certificate of attendance will be provided
Note: Seats are limited and will be filled-in on first come first serve basis. Please find the attached file for Registration Form.
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