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ST. JOHN'S COLLEGE, JAFFNA

We are looking for professionally qualified, committed and motivated candidates Lo
fill the following vacancies.
ACCOUNTANT
Requirements:

Qualifications:

® Should possess a full / part qualification from a recognized Accounting
body (Degree / CIMA / ACCA/ICA).

e Hands-on experience with QuickBooks accounting software,

e Knowledge in the preparation of financial statements, Auditing
procedures, VAT returns and monthly financial reports and project cost
reports is must,

® Strong attention to detail and good analytical skills,

e Good command of English,

® Age between 30-55 years.

Role:
@ Head of Accounts Department,

® Advises.and provides assistance to principal on all finance, audit and
compliance issues.

® Responsible for Monthly Reporting of Cash Management and the
financial statements & its accuracy and completion before deadlines,

® Prepares annual budgets in liaison with other functlonal heads and
principal, e

® Expected to carryout Feasibility Studics on various projects and tenders
as and when required and advise principal.

HUMAN RESOURCE MANAGER
Requirements:
Qualifications:
® The ideal candidate should hold a Bachelor's Degree in Human
Resources Management or Business Management and / or have a
professional qualification in HRM from a reputed educational institute.
® The individual should have atleast 2 years' experience in HR and
Administration
Role:
The person shall be responsible for
® Implementing HR policies,
® General administration functions at the location while executing HR
strategies in the areas of employee engagement, employee welfare,
talent attraction and HR analytics.
The Successful candidate would be provided with a competitive
remuneration package on par with the qualification and experience.

Please forward your CV with the details of two non-related referees on or
before 22nd December 2023 to stjohns@sltnet.lk mentioning the post
applied for on the subject line or send it by registered post to the below given
address indicating the post applied for on the top left hand comer of the
envelope.

Only shortlisted candidates would be called for an interview
Principal,

St. John's College,
Main Street, Jaffna.
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450 Thirunagar West
Kilinochchi
Sri Lanka

T: +94 (0) 212 285 466
vanni@halosrilanka.org
mail@halosrilanka.org

www.halotrust.org

Vacancy Advertisement for
~ Finance Officer

The HALO Trust is the world’s largest and oldest international humanitarian mine
action non-government organization (NGO). For over thirty years, we have been
saving lives and helping war-torn communities recover, by making their land safe.
Our mission is to protect lives and restore the livelihoods of those affected by
conflict.

HALO has been working in Sri Lanka since 2002 and now has over 1,200 staff
working in the Northern Province with offices in Jaffna, Kilinochchi and Mullaitivu.
To date, HALO has safely destroyed over one million items of explosive ordnance,
including more than 270,000 anti-personnel landmines. HALO and other mine action
stakeholders are working to clear Sri Lanka of all known contamination by 2028 fo

meet Sri Lanka’s obligatmns as a state party to the Anti-Personnel Mine Ban
Convention.

We are '100king to recruit Finance Officer. Provide support to ensure the finance

Finance Officer’s Responsibilities are.

* Accurate and timely recording of financial transactions in HALO’s online
accounting system

» Ensuring proper and timely archiving of financial records, including digital
and physical archives.

+ Incharge of petty cash payments, and support cheque payments including
on-line payments of assigned project/s.

+ One of the key users in NetSuite for data entry for all payments and
reconciliation,

+ Ensuring proper maintenance of the record keeping and filing system of the
projects including scanning financial documents

* Review and support Jaffna /Killi petty cash book

* Supporting to online payment preparing the monthly cash request

* Assist for preparing salaries for all staff.

* Assisting with internal and external audits

+. Dealing with staff enquiries regarding finance and salaries

« Any other clutles as required by the Finance Manager

+Checking all payment documents =

* Preparing accounts supporting document for filing and scanning

* Supporting procuremcnt activities & Paper works

QUALIFICATIONS AND COMPETENIES:

* Minimum qualification of undergraduate degree in Finance and Busmess
~Administration; or the equivalent, * =
-+ Minimum of 1-3 years of finance work expcnence
w-+ Knowledge and/or experience working in the devclopmcnt sector / donor
. funded projects would be an asset.
L E-(pcnence using computerized financial accom:llmg systemsnespeCially
* online-based ERP systems. :
+ Extensive knowledge of Microsoft Office, particularly Excel, as well as the
ability to learn other software tools readily and lmplement.f usg therh .
: successfuﬂy

,.All app Jbe submitted thh below a 20 lathe than Friday 22
Décem 202‘5 mﬁr Poé’t or via em%l selow. "If there is agufﬁment caliber

of applicants, we reserve the right to close the role earlier than,the date noted."
Only successful applications will be conlacted: For firther infprmition; please
contact 021 228 3466. HALO encourdges appticants from alf backgrounds to
apply for this role We cspeclally welcome apphcafi’ons from fctnale candidates.

3, A

i{g,Manager s SRR
L AheHALQ Trust, 27 53 F 53

hr@halosrilanka.org
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“Decem
“§ applicants, we reserve the right to close the role earlier than the date noted.” Onl _
‘| successfiik applications will be contacted. For further information, please contact 021"
+228 5466. HALO encourages applicants from all backgrounds to apply for this role.”
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450 Thiranagar West

Kilinochchi

Sri Lanka

T: +94 (0) 212 285 466

vanni ilanka.org

www.halotrust.org

Vacancy Advertisement for Senior Finance Officer

The HALO Trust is the world’s largest and oldest international humanitarian mine
action non-government organization (NGO). For over thirty years, we have been
saving lives and helping war-torn communities recover, by making their land safe.

Our mission is to protect lives and restore the hvehhoods of those affected by
conflict. i

HALO has been working in Sri Lanka since 2002 and now has over 1,200 staff
working in the Northern Province with offices in Jaffna, Kilinochchi and Mullaitiva.
To date, HALO has safely destroyed over one million items of explosive ordnance,
including more than 270,000 anti-personnel landmines. HALO and other mine action
stakeholders are working to clear Sri Lanka of all known contamination by 2028 to

meet Sri Lanka’s obligations as a state party to the Anti-Personnel Mine Ban
Convention.

We are looking to recruit Senior Finance Officer. Provide support to ensure the
finance Process is delivered on time and to a high standard.

Semor Finance Officer’s Responsibilities are.

Accurate and timely recording of financial transactions in HALO’s online
accounting system.

* * Preparing, processing, and recording payroll, including relevant statutory
deductions.

*  Pass relevant Journal entries in the Accounting System to ensure
completeness of monthly accounts mcludmg Monthly Bank Reconciliations

. ggé)lncﬂmg bank and cash accounts in accordance with agreed schedule and

ines

*  Ensuring proper-and timely archiving of financial records, including digital
and physical archives.

* In charge of petty cash payments, and support cheque payments including
on-line payments of assigned project/s;

= Monitor balances of petty cash account for the Jaffna/Killinochchi office in
a timely and efficient manner always ensuring the availability of adequate
petty cash balance in hand.

*  Monitor bank balance of assigned project/s and request for fimds on time to
ensure adequate funds are always available,

*  Coordinate fund requests to the Finance Manager every month based on
planned activities for the quarter.

» Ensure compliance of financial policies to meet donor requirements.

*  Support Finance manager'in partner training on finance procedures, -
guidelines, and compliance matters -

»  Working with Procurement officer to ensure the financial follow up are
against the compliance.

= Prucé,v:dmg information and documents in support of internal and external
audit

*  One of- the key user in NetSuite for all paymcm am'l reconciliation

*  Support finance manager to prepare the monthly cash reqmest and i insurance |
list on location level.

* . Support to preparing salaries for all national staff.

»  Dealing with staff enquiries regarding finance and salaries

= Any other duties as required by the Finance Manager or expat management, |

QUALIFICATIONS AND COMPETENIES: ‘
Minimum qualification of undergraduate degree in Fmaﬂce and Busmess
Administration; or the equivalent.

*  Minimum of 3- Syearsofﬁnanoeworkmq)enence '
*  Knowledge and/or experience working in the development sectnrf donor
projects womgen be an asset.
= Experience using computenzed ﬁnmal accountmg systems, espec;a]}y
online-based ERP systems.
* ~ Extensive knowledge of Microsoft Oiﬁce particularfy Excel, as well as ther
ability to Ieam other software tools read:ly and mpiememhlse them ]

i

suecessfully.

All ap%l;iauons must be Submitted to the below adthms no laier than Friday'
2023 either by Post or via email below. "If there is a sufficient caliber o

) e,

We especially welcome applications from female candidates.
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