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nmnﬂnﬁr BEI_I:LI_i] Vacancy Advertisement for Fleet Assistant

The HALO Trust is the world’s largest and oldest international humanitarian mine action
s non-government organization (NGO). For over thirty years, we have been saving lives and
uglmlm“jlm 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
S e R ; since 2002 and now has over 1,000 staff working in the Northern Province with offices in Jaffna,
SeisuS pexn chaSyosiisai, upm Bl fu st |2 160 L2 B0C IO tas ove > .

SRALITED BLSSUILBLD APsTMTCUE] OBSET Snl'L LD STEITRIFHL 14 Syl ; ; _ iR _ Een

$68) Ugimanuie) B OLNAIETOTS). SIDIEE Bionsd Afluneo g | We arc looking to recruit Fleet Assistant based in Kilinochchi. The purpose of the job is

: : = =g EERE maintaining accurate records of fleet operations and spare parts inventory. This role ensures data
Hevaur, @urrmrmu& emm&&rr &mo.[r S @bﬂ@ﬂ.ﬂl’lﬂﬂr g,m.urrua integrity, supports fleet management activities, and contributes to the smooth functioning of the
BouBi BHEE sal Ll HENLALIMEYETONG). @86 sntL eufludiei w8

: . fleet department.
BUMEUG) Bl LD SIDLITHGSHTLeHLUTGILD, STSTLTEUS) Fal L 1D GLosr

Sl ; LG Job title: Fleet Assistant
Inaeeuiigd HenL LN GNLILEFEHS). @-44) | Salary: LKR 63,000.00 per month (after tax, EPF, and ETF) .

Location: Kilinochchi

Elt_ﬁﬁilsﬁlilumw t@ﬂj@ EHEmEIT 'ﬂlﬂ FIRIGLD Reports to: Fleet Manager

i : 5 e Working hours: 08.00 to 16.00 hrs
BN5I05 S sar SUTL D55 HPHIGFHaD Key Responsibilities:
BIHENGEHR] CHAIGDBIET bk OFalaIL Y esp '
2_DFUBEITRIBEBSGNET HHHNEH Sl NSDDULUSHESTET 3 Data Entry and Management and Inventory Management.
geoLd erglaudsld 07.07.2024 @muilHpiGpenid tihusesd
2.00 wefiweneiled smisULeLDsN6TUID HEnL AUDESTETEI.

* Accurately enter and update fleet data, including vehicle information, maintenance
records, and fuel consumption.

GO - seLseer gehdled QUDNISAGTETUITSET SITDL * Maintain comprehensive records of spare parts inventory, including quantities, de
HarGLd WipiiLes Flevanud Crgibsise GeuetBLb. scriptions, and locations.
SDANF AFUISTNT BT * Ensure all data is entered into the system in a timely manner and is kept up to date.

077 027 9693

* Monitor spare parts inventory levels and report any shortages or discrepancies.
* Assist in ordering and restocking spare parts as needed.
* Conduct regular audits of inventory to ensure accuracy.

Fleet Operations Support.

ABeLIILMID Bl BMaTEHT FHRIGLD

AUTBLSAHSBTAT ge0 alHumaT

e e e e * Assist in scheduling and tracking vehicle maintenance and repairs.

e i o Sl * Maintain records of vehicle inspections and ensure compliance with regulatory re
LDpwielTemteds6T,  GALLE, [ SeopsG Swbdp. quirements
@@"D'_"“Q_“"‘E"a’m ﬂﬁﬂ_mm_ SHIRIBD 0707, 202‘? * Generate reports on fleet performance, maintenance schedules, and spare parts usage.
emilHnIbESIpewLD (LPHUEED 11.00 Loswoiiieneiled
smisluewfieneruls g  eflibusner  HeoLELDaysiT6N. Communication and Coordination and Administrative Duties.
BIAUPETGTRITEST S CBeiTeTeNLD. I Liaise with store manager and logisti i '

4 G- z . gistic department to ensure timely delivery of
SaDaIF e FUICOTNTHET: 2 spare parts. & P
6 93 ¢ * Coordinate with the fleet maintenance team to ensure efficient workflow and mini

mal downtime.

» Communicate with drivers and fleet operators regarding maintenance schedules and
requirements.

* Prepare and maintain documentation related to fleet operations and spare parts.

» Assist in preparing budgets and cost estimates for fleet maintenance and spare parts

077 027

Al

weoklallipr Aot Wweogy
Bipies) FDDIHSIENT G\FOMTT DT

: oui procurement.
_ o= e * Perform other administrative tasks as required by the Fleet Manager.
(LPEED [BILILDEOTLD 1 17.08.1988 Re uircd'
Sewsniunnih Hesdl : 02.07.2024 q =

* Applicants must be fluent in Tamil / English

Applications must be submitted to the below address no later than 09 July 2024 either by post or
via email below. If there is a sufficient caliber of applicants, we reserve the right to close the role
carlicr than the date noted. Only successful applications will be contacted. For further informa-
tion, please contact 021 228 5466. HALO encourages applicants from all backgrounds to apply
for this role. We especially welcome applications from female candidates.
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