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W VACANCY
2l POST OF PROGRAMME SECRETARY

YMCA Jaffna is seeking a dedicated Programme Secretary to join our team.
This role offers an opportunity to contribute to meaningful community
development initiatives.

]

PURPOSE: The Programme Secretarkull play a pivotal role in overseeing
and implementing various projects and programs. This involves effective
planning, budgeting and coordination to ensure alignment with our
organization's vision, mission and values.

uifleafliyb samev rﬁlm;pa{m
Siopidlsp

KEY RESPONSIBILITIES:

- Program Management : Oversee, plan and implement programs aligned
with organizational goals.

- Budget Management : Maintain budgets and track expenditures effectively.

* Event Coordination : Schedule and organize meetings and events.

» Technology Integration : Utilize technology for efficient operations.

* Proposal Development : Write and develop project proposals.

* Record Keeping : Maintain accurate records and create comprehensive
reports.

*Program Development : Contribute to the growth and development of the

organization's programs.
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QUALIFICATIONS AND EXPERIENCE:
Bachelor's degree in Social Science, Development Studies, Humanitarian
Studies, Project/Program Management or a related field and a minimum
of two years of relevant work experience in charity, non-governmental
organizations, churches or Christian organizations.

Or
Diploma in Social Science, Development Studies, Humanitarian Studies,
Project/Program Management or a related field, and a minimum offour
years of relevant work experience in charity, non-governmental organizati
ons, churches or Christian organizations.

Or
G.C.E. Advanced Level with Social Science or Commerce related subjects
and a minimum of six years of relevant work experience in charity, non-
governmental organizations, churches or Christian organlzattons

SKILLS:

» Strong spiritual conviction and deep Christian commitment.
»Proven experience in program management and development.
»Proficiency in Microsoft Office Suite.

»Excellent interpersonal and communication skills (Tamil, English; Sinhalese
preferred).

» Strong organizational and time management skills.
»Ability to work effectively with diverse individuals and communities.

Preferred Age: 25-50
Salary : Approximately 40,000.00

To Apply: Please submit your updated Cu rric&lum Vitae to the Chairman
Human Resource Committee,
YMCA, 109 Kandy Road, Jaffna, on or before 15-11-2024.
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Chairman, Human Resource Committee.
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