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Young Men’ s Christian Association Jaffna.

Vacancy

Post of Programme Secretary

'YMCA Jaffna is accepting applications for the post of Programme Secretary.
A job description is given below. Those interested should send their
applications with updated Curriculum Vitae to Chairman, Human Resource'
Committee, YMCA, 109 Kandy Road, Jaffna, on or before 20-02-2023.

Purpose: The Program Secretary is a professional who is responsible for
overseeing projects and programs within the organization. He/She ‘will
plan and implement projects with strong time, cost and quality management
skills and team synergy_with his/her subordinates.

Description of the position :
Support planning and coordination of programme and _ its activities, Ensure
implementation align with Vision, Mission, values and policies of the
organization. Maintain budget and track expenditures/ transactions,
Schedule and organize meetings/events and maintain agenda, Ensure
technology is used correctly for all operations (video conferencing,
Multimedia, presentations etc.} Able to write Project proposals, keep
updated records and create reports. Support growth and program
development of the drganization. '

Educational qualification and Working experiences

Bachelor Degree in Social science/Development studies/Humanitarian
studies / project/ Programme management or related studies are preferred
‘with minimum two years experiences in Charity or Non governmental
organizations, Churches or any other Christian organizations. Or Diploma
in Social science/Development studies/ Humanitarian studies/project/
Programme management or related studies are preferred with minimum
four years experiences in Charity or Non governmental organizations,
Churches or any other Christian organizations or Completed G.C.E. Advance
Level with Social science/Commerce related subjects with four years
working experiences in Charity or Non governmental organizations,
Churches or any other Christian organizations.

Knowledge and skills .

Strong spiritual conviction and deep Christian commitment, accompanied
by ecumenical perspective. Proven experience as programme secretary/
coordinator/officer or similar position. Knowledge of program management
and development procedures. Proficient in MS Office. Ability to work with
diversity, grassroots level community and multi-disciplinary teams.
Excellent time-management and organizational skills. Outstanding verbal
and written communication skills in Tamil, English and spoken skill in
Sinhalese [preferred]. Detail-oriented and efficient.

Chairman

Preferred Age: 25-45 Human Resource Committee,
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