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Join a leading UK Accounting Firm now
expanding its team in Jaffna!
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We expand our operations and enhance our dynamic team.
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An undergraduate degree in the accountancy S il
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JOB VACANCY

Administrative Assistant
(Female)

About Us:

The Velummayilum Foundation is a charitable organization dedicated to impro
ving education, health, and livelihood in the Vadamarachchi area.

Position Overview:

We are seeking a dedicated and detail-oriented Administration Assistant to join
our team. This role involves supporting daily administrative tasks, managing
communications, and ensuring smooth office operations.

Key Responsibilities:

Handle correspondence, both written and verbal

Assist in organizing regular classes, meetings and appointments
Maintain records and prepare reports

Support the team with administrative duties as needed

Qualifications:

Previous experience in an administrative role is preferred

GCE O-Level or A-Level qualifications, or a relevant degree

Proficiency in English, Sinhala, and Tamil (reading, writing, and reporting)
Strong organizational and communication skills

Preferred : Point Pedro, within a 10 km radius
Age limit : 25yrs — 40yrs

What We Offer:

07.00 wedfwerald Slary SOz HOLOUDY  USALED A collaborative and supportive work environment

BETEHFDLSEHEHS ,fblih"@al sooeiupeney 855 LWIMTEANG T6HEE Opporttmlities for professional growth and development

aE@ILELD. S6 orfelsseama o hony, o pelar), HeULIEs SieTeIbLD Competitive salary and benefits
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