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Office Manager (Part time) ENSIIEwISL
About INVORG urfiemaullesr
INVORG is an independent innovation advisory and digital transformation @geb TBITIT &LDILI
company focused on uplifting communities through innovative digital solutions for unL L epsuflesr
Not-for-Profit, charitable, and government organizations. Their team uses emerging
technology and a client-centric approach to improve efficiency. drive growth, and LDEnma| Gung ufi ens
align solutions with organizational goals. They design, develop, and implement BepmeemL 6N
custom digital solutions tailored to meet clients' specific needs. o1 07 : g
5 : . s &M& 10 BuslLri
Position Overview 1 05 B(EHES (LP6ITeTT
We are seeking highly motivated and organized; s LDITETOTEUTEEIT
(Office Manager for the Jafina, Regional Office) 2024 : .
to join our team. The Office Manager will play a key role in ensuring the efficient dleorflL1d Eﬂm'-ﬁ"
operation of our office ellyjr_onnlcnl. This individual will oversee administrative i ol g;.rrsi‘r&&i‘f QULDILE
tasks, manage office logistics, and support various departments to optimize e :
productivity and efficiency. g LLLSTS 6uey
: j SOTILIT V(T
Experienced & skill requirement : e Q,e_r;g)@ 3
‘ — . BUEOWISEHEVELI
*  Bachelor's degree in business administration or related field. LDBBearvauf) wﬂﬂﬁﬂﬁiﬁﬂlﬁﬂ:ﬂiﬂ i
»  Preferred Experience in office management/administrative roles. (wamsi 2.u SuTRBU, GHbuAL 1p) LiewflLoemenTese
+ F ll_Je!lcy in English and pro_ﬁciency in Sinhala or Tamil. wmpLuteond  @abbufilgenwl  Upiilwrsad,  Qsmepby @sb)milun(B
»  Willingness to travel occasionally. GIELGTTEIEU HEDBHEDLLI eUALTIL LomseyLD GIITE00TL. oGaerneulfl B ot
+  Familiarity with IT and proficiency in Microsoft Office. Lnentiibseunss (psiienmen © U BUTOSLT, GEDUALEY) Sleuimss o
+  Experience in event organizing and coordination. aseuaUMiGSPLD (07.05.2024) Slain) SeppUBLEDLBHNT. | OubHiBHSS.
*  Basic understanding of financial concepts. SADIUMY SIDESHATFOD idGE0omesld (nevfibaseunssfien (Gnl Goeyl -
ufiGangei) S| Weveeliub, eiemei wpsfuer soaf oymde | APEODUILNG
ei j | Sy BneeheleaiD Aeieniy - SNETaTSE HuGIfeT LDaesLD, LS
The ideal cgndldate §hou d_ s S Mok v Ao Bl B sia her | OBMLMIed
*  Supervise and coordinate administrative staff = sCangfiub. sn@EAsTD GsGomsar. Granen (oD | elETTeneT
* Develop and implement office procedures and policies aGpageiong @), srflenll (Gwipapisd). siefen (efosnae) ’ :
*  Manage office budgets. expenses, and procurement S ACLITTIT OMBEDLDG ST, Heghe @ _LonpHdal. Hosas | ©1FUS CUEOWIS
*  Oversee office logistics and space planning o). Buwoeger @Abgd. spevmn Gnaewn). stagem. | sedefill Lisw
*  Coordinate meetings, appointments, and travel arrangements ogifeoatr. Silsn (peeent). oipdl Gnaever). eufewia, BiGeoneen &
+  Serve as a point of contact for stakeholders Geonpr). wenegest (gg}“@ﬂ’fb_ %ﬁmnm@ﬁmﬁ@ é;ﬂﬁfﬁ“’!@@- LDEWG, LILEnE
*  Facilitate communication between departments CroupeTOTenl. SrEUJGUIAPE, JTESEN. POpLD. STEASD WHIMD. HpID Bemeowt Gomurm
*  Maintain office sccurity and safety ubAdegem. Shuci. shelisn. spipBen. sdan. eybfegr. Oudisn > .
* Plan company events and activities SAGungar LN B Rl el
PRyt : SiTeoiniilen L,He 6 Gedenen WwaNihe oiFsTemeuls HreneT .
JOIN US (12.05.2024) @nippédipens o 9.00 wedl wes| S-EOLOWADHIW
DiGEbHTs  maBsIULE  Hetusd  12.00  welusTel sueyesluIm
" Snpadifienussn SLibaubp) Wwieme 3.00 wenfiustals ®odsnem ] :
UPLIFTING COMMUNITIES THROUGH INNOVATIVE e pHeTe SAILILGH. By SSsispme o por. | GILSE CUEOWIE
DIGITAL SOLUTKONS &,[Ds_ﬁianif. gﬁa_mﬁu{}&.sh SIeDENTeUdhD  FDNIGEISETeMEEONT  Cal (G @Qé @Eﬁm
Send your resumes Before May 25th 2024 to: e i s 1 oy
e R e e CransT Selianynest (I0sar) %
.| / . oh .
i admin@invorg.com S ool @eaihionlr, <0 0 By
SNl B0 oot
- 5 et BoisSueneng
aaaflun UBHTSS snl BDaF FrislD (a-3i) Leir, S1oUCEEET
uzlal Se - V /260 of 9.1.1971 GUNE| DikE
SDANBGHAP ASFASSTA SaTlIAUTHIFFDLUS sal LD - 25.05.2024 2 g6fl Gopumi
aueyafiun ue Conee mmiGpey smasdar 2 ualdl 28/2 Bpe Swmweins 27.04.2024h Heg BenLEUDNG eieudbld HlemenmEhssner Hemenb@ SiHeyssman EDEULITETTTS
SlemeTiaLnE LB LD rfiFaumid 25.05.20241b fladl sefisdipemw sneve 10.00 weoiée S einiuiul L St rissfl BLASSOUSDE HIoneflsmiil Beiens. SibgL e .
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3. aueyun Apse $25.05.2024 . ppuse 10,00 el et uih Feremni i @emb ~ Gogid ugsns
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