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n Men’s Christian Association- Jaffna
VACANCY
POST OF PROGRAMME SECRETARY

YMCA Jaffna is secking a dedicated Programme Secretary to join our team. This role oﬁ'er§ an opportunity §
| to contribute to meaningful community development initiatives.

Jaffna

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

| KEY RESPONSIBILITIES:

* Program Management : Oversee, plan, and implement programs aligned with organizational goals. G-17.  ungpewfasit. GembaLTHL el
« Budget Managemert  : Maintain budgets and track expenditures effectively. G-18. Besdiyefiue aundsLssr

* Event Coordination . : Schedule and organize meetings and events. G-19.  aunwen spBin QuIGBLEET
+ Technology Integration : Utilize technology for efficient operations. G-20.  @piun Wideos sunfipse
» Proposal Development : Write and develop project proposals. 2.8rmamall

+ Record Keeping : Maintain accurate records and create comprehensive reports. S-01.  owdiese

» Program Development : Contributc to the growth and development of the organization's programs. S-02.  eunaehics Hibdse

S-03.  sews SuhHrmisst SdbdEiso

S-04  eunsenmRIGELHHTET Wi, fuLl QLGSO

S-05.  @LECasnoseT, & Cons Goalenessi

S-06.  1Bemetr cugyeyL Led

S-07. BesHaiue sigamhiss s

S-08.  eunsmeomise sbAefiy (Fnsmesr. GbbsNefbee)

S-09.  sewofleofl. BpHunbas Suibdnd SibssD.

sxdmiinyg (Service) :

3. PiubsBaapevsar (CIDA usbay

2 airemaiisaei i Gib allatraminiss appugib)

W=01. &Lt mioneoor Geuemen

W-02. e Siemiossed

W-03. eigl Binomeoor / kipss Geusmevamein
uglelipsns  elaund aupmse GramebGld  safEseofiung
efleotTenuTLILMIBGT SigniiLiLLe GaleoiBLD. LigeUmisemen Siaisues
prisefid @.u.9.00 - du 3.00 wefaspuyb pGsssenu
GEURIGOFOFINEETD  OgiaeshHFls  OUDNIG  CETeTeTeDLD.
@eiceunah el iILGANGLD NIl HLLGOIONG dBUN
1000.00 esaugsii e CovemipLo.

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 of four years of relevant work experience in charity, ‘non-governmental
organizations, 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 organizations.

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.

efleoeooriiuLigeumiasT  ChUITEGaN Siheg Bl 2 _smmuilett
8L puss Goad cpsmeoulld aupEIGe Goenes e aileisooiuLD
- 2025 aransaEnniiE uSapsune dpot GEwemeir, QETRIBEF
asgand NpGsssevu. weremil - wpanidl eifl, as peend
SEILD (p&aufiBGG Sleiifevaussiuse CeatiB. elsoreoniui
uigeumise 25.12.2024 spib dled) auenp ehpibasNeemiiLGLD.
Guedgls silupmisense 024-2260055 ez 024-2260914
SIE0ILD CIBNEneELH SebERIBEHLET CIBNLITLOG6TsTaLD.

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

ToApply  : Please submit your updated Curriculum Vitae to the Chairman, Human Resource Committee,
YMCA, 109 Kandy Road, Jaffna, on or before 07-12-2024. |

Join us in making a positive impact on our community.

QFICOTATT
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