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VACANCY @ Jaffna

We are looking for highly metivated and organized individuals to join our team in the
following positions, responsible for the operations of our private campus in Jaffna.

CENTER COORDINATOR

Reqmrements.

+ Bachelor's degree in Business Administration or a related field
# Proven experience in a similar role

# Strong organizational and communication skills

# Ability to multitask and work under pressure

Responsibilities:

- Manage the daily operations of the campus center

- Coordinate with faculty and staff to ensure smooth functioning of the center
- Develop and implement policies and procedures for the center

- Maintain records and reports related to center operations

ACADEMIC COORDINATOR :

Requirements:

# Bachelor's degree in any field

+ Minimum of 1 year of experience in academic administration
+ Strong knowledge of academic policies and procedures

+ Excellent organizational and communication skills °

© Ability to work collaboratively with faculty and staff

# Proficient in Microsoft Office Suite

Responsibilities:

- Support faculty in developing and 1mplementmg academic programs
- Manage academic records and reports
- Ensure compliance with academic policies and procedures
- Coordinate with faculty and staff to ensure smooth functioning of academic
operations

STUDENT RECRUITMENT OFFICER

Requirement_s:

# Proven experience in student recruitment
& Strong communication and interpersonal skills
# Ability-to work independently and as part of a team
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