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General Clerks

Typist Clerk (English) —

COULD THIS BE THE CAREER
‘BREAK’

YOU'VE BEEN WAITING FOR?

An Insurance Company which
would be established shortly in Jaffna
has Vacancies for:

Manager

Possess a pleasing personality and ability to
negotiate with Heads of Mercantile and State
institutions connected with the insurance.
Possess extensive experience in gemeral adminis-
tration and personnel management.
Responsibility and initiative are vital The suc-
cessful candidate will be required to plan and
implement work systems liaise with appropriate
authorities aad run the operation of the company
independently.

Considerable emphasis will be given to personal
qualities of applicant such as maturity, initia-
tive, enthusiasm, innovative thinking, good public
relations and business acumen.

Age: Above 40 years

Canvassers

With a proven experience of 5 years in this field
and a good command of English language both
wriiten and spoken is essential. Shou'd have
minimum qualification of G. C.E. (O/L). A
desire for field work and possessing riding and
driving licence are an advantage.

(Males | Females)

Educational qualifications

and Experience:

G.C. E. (A/L) and pass in 6 subjects in
G.C.E. (O/L) Examination with 4 credit
passes one of which should be  English. one
year experience in insurance related clerical
work. Duties include filing, handling of other

mail, customer inquiries and  documentation.
Should be able to attend to  correspndence
independ ently.

Age: 20 to 35 years

Female

Educational qualifications

and Experience:

G.C. E. (A/L)end passin 6 subjects in G.C.E
(OJL) Examination with 4 credit passes one of
which shoud be English. Three (3) years ex-
perience as an English Typist in a reputed firm
is essential. Knowledge in manupulating El ¢-
tric | Elzetronic Typewriters is an advantage.
Duties includ: providing administrative support
such as typing, filing, handling incoming |/ out-
going mails, maintaining registers and any other
clerical related works.

Age: 20 to 35 years

Remuneration and Perquisites for
above posts are Generous, Commensurate
with Qualifications and Experience. Please
Apply in writing on or bel"olre 15th march
1990 with all relevant details and mark
ing the post applied for on top left
corner of the envelope to:

The Advertiser
C/O UTHAYAN - 102
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KALALAYAAH
An Exhibition

on

Paper & Cloth Flowers
Glass & Fabric Paioting
Hair-Styles

Iced Cakes
Structurecakes
Handicrafts

Dress Making And Kolams
Venue: Vietoria Ro:d, Jaffna.
D_atc: 2nd, 3rd, & 4th of March 90
Time: 9. 00 am. to 5.00 p.m.
Entrance Fee Rs. 5/-
Old Students Are cordially invited
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