SM. AROMA INTERNATIONAL

Govt. approved Manpower recruiting license no. RL-679



T\

N S.M. AROMA INTERNATIONAL

(((’
N\

QNIRHAT

P \
T K\
@ P
DINAJPUR
@ GAIBANDHA w
NAOGAON
JAMALPUR NETROKONA
CHAPA| '
AWABGAN) % i A y
: MOULVIBAZAR
by 0 p
PABNA
BRAHMENBARIA
MEHER )
RAJBARI
DANGA
JHENAD w

\

/ SHARIYARPUR
’ ARIPUR CHANDPUR ARI
GOPALGANY ’i\\‘, N\ c
&R :
\",\\
B\ 4/
I J
& \ RANGAMATI
0 G \ ,\. \
‘ / ) (]
) ¢ 4 ,
2 3 i A ?‘" , Ill‘A : r
> oAb
§ Y
| K ) .

Z

:
)

BANDARBON
A

)

Map of Bangladesh



@ S.M. AROMA INTERNATIONAL

N

National Martyrs’ Memorial




T\

o S M. AROMA INTERNATIONAL

5
20
=
3
Yo
~
N
3%
~
S
S
&




e
' Table of Contents ‘

1. Massage from CEQ - - - - = = = = = = = = - — o o oo oo oo oo oo 04
2. Organization Overview - - - - - - - - - - o o o o e e m o 05
3. S\M. AROMA INTERNATIONAL at Glance - ---------- ==~ - - oo 06
4O SISter Concerns - =™ s s - = == = = - - - e - — e o m e e e e m e mmmmm—-— - - -ty 07
5. 5.M. AROMA INTERNATIONAL Organogram - - - - - - - - - - - - _____. 08
6. Photo Gallary of Managment Team . - - - - - _ . 09
7. SSM. AROMA INTERNATIONAL Photo Gallary ---------------=----—---. 10-11
8. Why Bangladesh is a Treasure of Manpower - - - - - - = - - - = = = = - - - - - - o oo — - - —. 12-13
9. Development and Orientation of the Candidates - - - - - - - - - = =~ = = = = - - oo oo o - —. 14
10. Categories of Personnel Available - - - - - - - - - - - - = — - - o o o oo 15-17
J I SRecruige IS eRpices -~ = - = - = - - =SS STSER o o o E_ S _E. 18
12. Flow Chart of SSM. AROMA INTERNATIONAL Recruitment Procedure - - - - - - - - - - - 19
13. Recruiting Licence - - - — = = = = = = = = = = = & o o o e o e e oo mm oo 20
14. Trade Licnce - - - - - - = = = = = = = = = - - oo oo oo 21
15. BAIRA Membership Certificate - - - - - - - - = = = = = = = = = = om0 o e e e — 22
16. DCCI Membership Certificate - - - - - - == === === == = = = = == — e e e o e e —— - 23
17. Potential Trades for Overseas Recruitment - - - - - - - - - - - - - - - - - - - - - - - . 24-25
18. List of Valued Overseas Business Partners - - - - - - - - - - = = = = = - - - = - - oo oo - - ——. 26
19. Specimen for Required Documentation --------------=-=------—--------—- 27-32
20. Responsibilities of the Employer - - - - - - - - - - - - o o o oo oo oo 33
21. Responsibilities of the Employee - - - - - - - - - - - - - o . 34



Message From CEO

Mohammed Solaiman Chowdhury

1t is my immense pleasure to convey a few words to our overseas clients, partners, and well-wishers in
home and abroad. I would like to inform you that S.M. AROMA INTERNATIONAL is a private com-
pany incorporated and registered in Bangladesh. S.M. AROMA INTERNATIONAL has obtained
Manpower Expatriates Welfare and Overseas Employment of Bangladesh in 1993.

Since its inception, is equipped with group of professional and knowledgeable management team and
associated office staffs. The concerned officials of are highly educated and experience in manpower
recruitment and export and they have proved their level of efficiency by providing quality services to
its wider Client base. From its early days of operation, is exporting both skilled and semi-skilled man-
power to KSA, Qatar, Malaysia, Huwait, Singapore and other Middle East countries very successfully.
The professional and knowledgeable office staffs of are continuously providing their unfaltering atten-
tion oad care to its client and business partners. Commitment and quality services for the clients and
partners are the key success factors for S.M. AROMA INTERNATIONAL.

As you are aware that Bangladesh is a country of opportunity for sourcing skilled, semi-skilled and
unskilled Manpower for labour markets of Malaysia, Middle East, EU and other developed nations
who are looking for workers in some specialized labour-intensive job categories. Bangladeshi workers
have also the overseas employers.

S.M. AROMA INTERNATIONAL is Very Keen to recruit person for the right position as to deliver
right services by the employees for the employer. We provide the one stop service for manpower
recruitment by rendering medical service, Air ticketing, Training. S.M. AROMA INTERNATIONAL
maintains the low migration cost to satisfy our Customers and our overseas business partners. During
Training Session we brief about the concerned countries cultries culture, law, values, rules, norms
etc.

I would like to extend thanks and gratiutes to our valued clients, partners and well-wishers for trusting
us and helping us to grow with them.
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Organization Overview

Experience:
15 years experience in manpower recruiting, recruitment consultancy, training and other relevant
fields. Also Expeienced is Conducting Internatinal Air Ticketing.

Mission:

S.M. AROMA INTERNATIONAL aspires to be one of the leading International S.M. AROMA INTER-

NATIONAL Exporters of Bangladesh by creating more overseas employment opportunities for Bang-

ladeshi workers and to produce skilled manpower by imparting proper training. it also wants to con-

tribute the development of Bangladesh by earning foreign currency through overseas workers. S.M.

AROMA INTERNATIONAL is committed to ensure the rights of workers and to serve the inerest of
employers.

Vision:
To create more job opportunities for Bangladeshi workers abroad and help overseas employers to
grow by employing hard-working and dedicated Bangladeshi workers.

Services:
Export SM. AROMA INTERNATIONAL, Conduting Technical training & Testing, Visa services, Medi-
cal Check up arrangement, Ticketing, Travel Counseling.

Export Market:

S.M. AROMA INTERNATIONAL is currently exporting Human resources to KSA, Malaysia, Qatar,
UAE, Kuwait, Libya, Singapore and other part of the Middle East and also trying to explore manpow-
er market of other parts of the world within the rules and regulation of Government of Bangladesh.

S M. AROMA INTERNATIONAL

Paltan China Town:

Suite W-14/4 (13th Floor), 67/1, Naya Paltan, V.I.P Road
Paltan, Dhaka-1000, Bangladesh.

Phone : +88 02-222225388, +88 01815-007284

E-mail: sm.aroma679@gmail.com
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Our Team:

Key Management : (02 Person
Marketing 2 05 Person
Training 2 05 Person
Accounts 2 02 Person
Executives . 06 Person

Legal Information:

Type of Ownership : Partnership
Trade Licence Number 202051047
Recruiting License Number : RL-1418

Tin Number 1343867679719

Our Banking Partners:
Islami Bank Bangladesh Ltd.
IFIC Bank Ltd.

Brac Bank Ltd.

Sonali Bank Ltd.

Our Membership:

1. BAIRA (Bangladesh Associaton of International Recruiting Agencies)
2. ATAB (Association of Travel Agents of Bangladesh)

3. IATA (Internatonal Air Transport Association)

4. DCCI (Dhaka Chamber of Commerce Industries)
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: Our sister Concerns

01. AROMA Tours & Travels (Travel Agency)
02. S.M. AROMA INTERNATIONAL (Recruiting Agency)




CEO

v v v
Overseas Representative General Manager Overseas Executives
Manager Manager Manager Manager
Marketing and Sales Accounts Overseas and Recruitment Visa Services
Assistant Accounts Trainer Assistant
Manager Manager
Office Cashier Office Office
Assistant Assistant Assistant

.
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WHY BANGLADESH IS A TREASURE OF MANPOWER:

Bangladesh workforces have created a place of eminence in the
manpower map of Islamic World such as Saudi Arabia, Gulf
region, North Africa and South East Asia. Over half a million
workers from Bangladesh are working in the countries of the
Islamic world. They have been successfully employed in various
jobs ranging from those of the unskilled and skilled workforce
to those of sophisticated professionals such as engineers doc-
tors, nurses and teachers and in IT etc. Those qualities emanate
from their inheritance of a blend of rich Islamic and Bangladeshi
culture and placed them in good stead under most trying
circumstances

Bangladesh offers a substantial manpower reserve-skilled,
semi-skilled, unskilled, educated and otherwise. The ability of
youthful, inexpressive, training and easily trainable labor force
permits production at a comparatively low cost, Owing to inad-
equate employment opportunity in the country, a large number
of professionals, technicians and other middle and low skilled
workers trained from different universities, colleges, polytech-
nics and technical training centers are readily available for
employment in the industrial sector.

A notable characteristic of the new entrance to the labour
market is that most of them are educated, at least up to the
lower secondary level. They can, therefore, be easily trained in
new techniques and skills. Employers have found Bangladesh
workers highly adaptable, productive resourceful and quick to
acquire new skills and competitive.

Bangladesh is situated in close proximity to Mid-Eastern coun-
tries. It takes about 5 hours flying time from Dhaka to any cities
in the mid-eastern countries. Traffic cost is relatively cheaper on
an average; one-way air ticket should not cost a worker a sum
exceeding US $ 400 for any destination to any Gulf States.

Being a tropical country, our workers are used to work in a hot
climate.

Being a Muslim country, each and every worker is fully aware of
the custom, tradition and religious aspects of the host countries.




Almost all Bangladeshi workers are capable of reading Arabic
and can also communicate very easily in Arabic. In addition,
often Bangladeshis also do speak English. Thus communication,
which is an integral part of employer-employee relationship,
becomes easier and realistic.

Over the years, through their hard work and loyalty they built
up an outstanding image that may not be attainable by others.
Bangladesh Government, thanks to their Pragmatic and timely
decision, considering the present depressed economic condi-
tions prevailing in the mid eastern countries, has significantly
reduced the minimum standard wages of the Bangladeshi
workers for placement abroad.

Government has set up Multipurpose Vocational Training Insti-
tutes at every district. Even, to cope with present demand, with
the active support of the Government a large number of Voca-
tional Training Institutes were set up in the private Sector. These
Institutes impart the necessary foundation/orientation course,
theoretical and practical training helping workers to raise their
skills and as such adapting them to the needs of the overseas
employers.

As a result of the all out efforts on the part of Bangladesh Gov-
ernment, various agencies involved in the exercise, willful force
and dedication of the Bangladeshi work force towards their Job,
the whole hearted support by the Government of various
brotherly Mid-Eastern Countries and the active support and
cooperation of the overseas employees -the seedling has
already started bearing fruits, While the overseas employment
position in other countries including Philippines, Pakistan,
India, Indonesia, Thailand and Srilanka has started declining,
thanks to Almighty, we are achieving a faster and steady growth
in this arena and the same has also resulted in the manifold
increases in the remittance of the wage-earners from abroad. .
Bangladesh has now over 2 million working in various countries
of which little over 45% alone is in Middle Eastern countries. At
this juncture, no country is fortunate to have such a big number
working abroad and it will be continue for at least next decade.




DEVELOPMENT AND ORIENTATION OF THE CANDIDATES :

We understand that thousands of workers of different nationali-
ties of the world such as Koreans, Filipinos, Indians, Pakistanis &
British are carrying out various types of construction work in
Gulf states. During performing duties at job sites together, the
workers face many difficulties to understand each other. It is a
fact that they are ignorant of the social system, custom, tradi-
tion and laws of the country of employment

In order to cope with this situation, we arrange a pre-departure
orientation course for the workers for one week in which we
discuss in details, all the points of probable difficulties sup-
posed or be faced by the workers. We brief the workers the
following points:

(A) Job Description : We explain in detail the job title of the
workers along with their related duties, terms and conditions of
employment contract clause such as designation, salary, over-
time, food, lodging and duration of contract. We also explain to
the workers other benefits like severance pay, vocational award,
social insurance and its contribution.

(B) Custom, Tradition, Social Rules and Restrictions: It is known
that all the Middle-East countries are strict about Islamic princi-
ples and do not like any hindrance to local social customs and
Islamic rules. Therefore, we brief them as follows:-

Propaganda of religion other than Islam is not allowed. Anti-labour activities, political arguments
and gatherings are not allowed. Drinking liquor, gambling and any violence against law are pro-
hibited.

We alert them that the punishment for theft is cutting hand or foot and includes amputation of
limbs We acquaint them with such laws as beheading for murder, flogging for minor offense.We
also tell them that adultery, rape, prostitution are strictly prohibited. If anybody is found involved,
capital punishment may be awarded. Further, taking picture of local women, children, factories
and refineries are prohibited.



CATEGORIES OF PERSONNEL AVAILABLE:

Engineering / Construction Group :

* Engineers (Civil/ Electrical / Mechanical / Chemical)
* Surveyors

* Project Manager

* Foreman (Civil / Electrical /Mechanical) + Carpen-
ters (Shuttering /Finishing)

* Mason (Brick Layer/Plasterer/Tile & Marble Fixer)

¥ Painter (Wall & Furniture)

* Electrician /Electrical Foreman

* Plumber /Welder / Steel Fixer / Pipe Fitter / Scaffold-
er / Helper & Labour

Security Personnel Group :

* Security Supervisors / Security Guard
*Armed Security in Key Installation & Banks
* Personal Bodyguard

* Petrol Guards

* Security Foreman

*Watchman

Information Technology Group :

* Computer Software/Hardware Engineer “Program-
mer

* Graphic Designer, Web Page Designer

* 3D Animator & Visual F/X Developer

* Data Entry Operator

Hotel & Catering Staff Group :

* Manager / Asst. Manager / Executive
Officer / Public Relation Officer

* Food & Beverage Manager

* Restaurant Captain

*Chef

* Cook (Continental / Chinese / Indian)

* Bakery / Helper

* Waiters / Waitress / Steward " Sales & Marketing

Officer

* Accountant & Cashier

* Receptionist

* Bellboy

* Housekeeper / Room Boy

* Cleaner / Dish Washer

* Laundry & Iron Man




Heavy Equipment Operator :

* Drivers / Mechanics Group

* Operator (Shovel / Bulldozer / Grader/ Dumper /
Asphalt / Forklift/Tractors/ Power Tiller / Excava-
tor/Crane)

* Driver (Heavy / Light)

* Mechanic (Auto Mechanic / Diesel Mechanic /
Heavy Duty Mechanic

*Daintier/ Painter

LOGISTIC OPERATION /ADMINISTRATIVE GROUP :

* Manager/ Marketing Manager/ Sales Manager

* Accountant / Cashier Secretary / Storekeeper /Pur-
chaser

*Computer Operator / Clerk / Typist

* Salesman

*Trolley Boy

* Office Boy

* Patron Maker

* Cutting Master

* Production Manager

GARMENTS:

Sewing Machine Operator
(Specialized)

Ironing Operator

Inspector Sewing & Finishing
Supervisor Sewing & Finishing
Cutter Specialized

Cutter Assistant

Pattern Maker

Pattern Maker Assistant

Line Man

Hand Tag Attacher

Thread Cutter

General Helper

Driver

Cook

Guard




Professional & Other:
Doctor

Nurse (Male / Female)
X-Ray Technician
Medical Worker
Professor

Teacher

Computer Programmer
Operator

Chartered Accountant
Accountant
Accounting Clerk
Storekeeper
Secretary

Clerk

Telex Operator

Tailor

Salesman
Horticulturist

Pest Controller
Gardener

Air Conditioning Group :
* Engineer

* Duct Foreman

* Duct Supervisor

* Duct Technician

* Duct Manufacturer

* Duct Fabricator

* Duct insulator

Unskilled Group :

* General Worker (Industrial)
* Cleaner

* Sweeper

* Agriculture Labour/ Farmer
* Loading And Unloading Worker
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Recruitment Service :
Approved by
The Goverment of The People’s Republic of Bangladesh

S.M. AROMA INTERNATIONAL is favor o f selecting candidates trought employer’s representative in
the event that we are entrusted with the responsibilities, we shall certainly ensure proper selection
in accordance with the requirements setup by the employers trough our qualified staffs. The
serveces of technical institutions will be employed for the purpose of testing highly technical
trade.

On behalf of the clients, we also provide with the following
Services :

Advertisement in local Newspaper.

Collection of applications.

Conduct interview and trade testing.

Provide medical examination for selected candidates.

Obtain passport, visa, health certificates and other documents.

Obtain necessary permission from Government Agencies.

Conduct orientation for selected candidates.

Travel arrangements.

Other services whice deem necessary to keep the high moral of successful candidates working abroad.



S
Flow Chart of SM. AROMA INTERNATIONAL Recruitment Procedure

Demand Letter
Recruitment Permission from Government
Advertisement with Job Specifications
Application
Interview (Viva & Practical)
Primary Selection
Medical Test
Final Selection & Contract Sign
Obtain Visa from Embassy/Immigration
Dispatch permission from BMET
Air Ticket Confirmation
Inform to the Employer
Briefing/Orientation

Dispatch
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Potential Trades for Overseas Recruitment

1. Construction

Engineer, Foreman, Carpenter, Mason/Plasterer, Plumder
Pipe Fitter, Welder/Ironworker, Light/Heavy Duty Driver
Controller, Digger/Steel/Erector, Flectrician/Technician
Surveyor, Painter, Gypsum interior Finishing
General Worker/Labor

1 %

e

3. Service

2. Mechanical

Mechanic Auto, Mechanic Air Conditioning & Refrigerator
Mechanic Instruments, Mechanic Heavy Duty, Diesel Engines
Operator Crane, Dump Truck, Fork, Lift Truck
Opetator Motor Grader, Dack Hoe, Rigger, Steel Erector
Welder, Operator Lathe, Quality controller

Cook / Chef, Waiter / Waitress, Bartender
Barrister, Cleaner, Hotel Staffs

Pantation, Gardening, Harvesting
Livestock, Forestry, Fishiry




Potential Trades for Overseas Recruitment

Garment / Textile, Auto, Aluminium / Steel
Electronics, Glass

Nurse, Nurse Aid, Therapist
Medical Staffs

6. Information Technology (IT)

Computer Engineer, Programmer
Network Specialist, System Analyst

7. Medical 8. Oil & Gas

Engineer, Planner, Operator, Technician
Drafisman, Electrician, Pipe Fitter
DCS Specialist




List of Valued Overseas Business Partners

Sl. No. Name of Projects
01 Al Bishry Est. Trading Contracting & Maintence K.S.A
02 Al Afras Trading Contracting Co. K.S.A
03 Royal Saudi Naval Forces Facilities Opeation and Maintenace (FACOM) K.S.A
04 Al Khalifa Est. Trading & Contracting K.S.4
05 Saudi Recycling Co. for Paper & Waste K.S.4
06 Saudi Al Mwaisheer Est. K.S.4
07 Al-Zaharan Oper & Main Co. Ltd. K.S.4
08 Golden Chicken Farms QATAR
09 Al Rashid Est. QATAR
10 Al Hanuf Est. KUWAIT
11 Al Masaj Est. KUWAIT
12 Seder Group UAE
13 Saudi Al Tarais UA.E
14 Buser Alali For Contracting UA.E
15 Bandar Hamood Al Azmi BAHRAIN
16 Abdullah Al Shaya BAHRAIN
I 7 Al Twik Est. BAHRAIN
18 Al-Therais BAHRAIN
19 Al-Kifah Cont OMAN
20 Abdul Muhsen A Al Mesained IRAQ
21 Boder Al-aly Est. IRAQ
2% Ara Cables Services OMAN
23 Rosana Textile Ltd. MAURITIUS
24 Mahe Garments Ltd. MAURITIUS
25 T&T International Food Ltd. MAURITIUS
26 Hamad Al- Asfoor & Company KUWAIT
7 RT Knits Richfield Tang Ltd. MAURITIUS
28 Via Pvt. Limited MALDIVES
29 Asia Pesona Resources SDN-BHD MALAYSIA
30 Wayluck Multi Services SDN-BHD MALAYSIA
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Responsibilities of the Employer

B Employer’s representative must present at the airport to receive workers and transport them to
designated accommodations.

B Inform SM. AROMA INTERNATIONAL immediately by phone/fax/e-mail after receiving the workers.

B Employer will pay one month salary in advance to each of the worker on their arrival which will
be reducted from their salary gradually.

B Arrange furnished housing accommodation with all utility facilities such as electricity, running
water and gas.

B Ensure full security for the workers in the living and working places, especially for the female
workers.

B Payment of salary of the worker must be ensured within the first week of the month.

B Renew the validity of the passport, residence permit / employment visa of the workers and re-issue
if needed at the cost of the employer.

& Inform S.M. AROMA INTERNATIONAL about the renewal of the contract between the employer
and the woekers after expiry of the initial contract.

B Treat workers with dignity and honour.
B Provide adequate medical teatments / facilities to the workers in case of any sickness / accident.

&Y Inrom S M. AROMA INTERNATIONAL immediately if any problem arises due to workers.

B Comply with the terms of agreement singed between employer and the workers.



Responsibilities of the Employee
B Maintain job responsibility as per terms and conditions set in the employment contract.
B Maintain expected ethical standard.

B Employees should be loyal to the employer and show modest behaviours to employers and
co-workers.

B Employee should carry out their work properly and earn satisfaction from their clients.

B Employee should acquire sufficient knowledge and skill about handling hazardous equipment and
fire fighting devices.

B Workers should report to their supervisors immediately fi they face any difficulty in work place.
B Employees should infrom their higher-ups if they feel sickness or need medical attention.

B They should maintain dress code of the work place.

B They must obey the rules and regulations of the host country

B They should ensure cleanliness both in work places and accommodations.

B Employee should not involve in any political activities.

B Employee should not involve in any illegal activities punishable in the laws of hostcountry and
they must refrain themselves from all kinds of organized crime.

B Employee should respect the culture, customs and religion of the host country.
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Paltan China Town: Suite W-14/4 (13th Floor),
67/1, Naya Paltan, V.I.P Road, Paltan, Dhaka-1000, Bangladesh.
Phone : +88 02-222225388, +88 01815-007284
E-mail: sm.aroma679@gmail.com



