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450 Thirunagar West
Kilinochchi

*  Srilanka

T: 494 (0) 212 285 466
vanni@halosrilanka.org

mail@halosrilanka.org

v Ad " IforFI LA “ e www.halotrust.org

The HALO Trust is the world's largest and oldest mternatlonal humanitarian mine action non-government organization (NGO). For
over thirty years, we have been saving lives and 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 SriLanka since 2002 and now
has over 600 staff working in the Northern Province with offices in Jaffna, Kilinochchi and Mullaitivu, .
We are looking to recruit Fleet Assistant based in Kilinochchi. The purpose of the job is to maintain accurate records of fleet
operations and spare parts inventory. This role ensures data integrity, supports fleet manigement acﬂvities and contributes to
the smooth functioning of the fleet department.
Job title: Fleet Assistant
Location: Kilinochchi / Mullaitivu
Reports to: Fleet Manager
woridng hours: 08.00 to 17.00 hrs
EDUCATIONAL REQUIREMENTS: )

» Diploma or certificate in Logistics, Transport Management, Business Administration, Mechanical Engineeriﬂs. ora ralated

field.

* Previous experience in an (IJNGO environment is preferred.

« Knowledge or experience in fleet or transport operations is an advantage. .
Key Responsibilities:
Data Entry and Management and Inventory Management.

e  Accurately enter and update fleet data, including vehicle information, maintenance records, and fue! consumption,

*  Maintain comprehensive records of Fuel consumption, including quantities, descriptions, and locations.

e Ensure all data is entered into the system in a timely manner and is kept up to date. '

» Conduct regular audits of inventory to ensure accuracy. '
Fleet Operations Support.

. ® Assist in scheduling and tracking vehicle maintenance and fepairs.

* Maintain records of vehicle inspections and ensure compliance with regulatory requirements,
Communication and Coordination and Administrative Duties.

e Coordinate with the fleet maintenance team to ensure efficient workflow and minimal downtime.
e Communicate with drivers and fleet operators regarding maintenance schedules and requirements.
e  Prepare and maintain documentation related to fleet operations.
e  Perform other administrative tasks as required by the Fleet Manager.
Required:
» Applicants must be fluent in Tamil / English

+ Flexible to work in different locations and districts as required.

* Willingness to travel frequently within HALO operational areas.

* Valid driving license will be an added advantage.
Applications must be submitted to the below address no later than 05 June 2026 either by post or via email below. If there is a
sufficient caliber of applicants, we reserve the right to close the role earlier than the date noted. Only successful applications will
be contacted. For further information, please contact 021 228 5466. HALO encourages applicants from all backgrounds to apply
for this role,
HR Manager
The HALO Trust,
450 Thirunagar West, Kilinochchi
hr@halosrilanka.org

Tl HALOTmstﬁacmnpawkmmwwm :
MNo. 1001813 & 5C037870 Registered Office: 50 Broadway, mem

Uld
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INVITATION FOR BIDS 2026/03

MARITIMEPATTU - PRADESHIYA SABHA

. The Chairman, Divisional Procurement Committee on behalf of the Chairman,
Maritimepattu Pradeshiya Sabha, Kovilkudiyiruppu, Mullaitivu invites sealed bids from
eligible and qualified bidders for the works described in the table below. All the relevant
details are described in the same table.

. Bidding will be conducted through National Competitive Bidding Procedure (NCB).
.-Qualification’ requirements are indicated in section 4 of the Procurement Document.

Additional details are provided in the Section 5 of the Procurement Document.

. Interested bidders may obtain further information from address given below in 6 and

inspect the bidding documents at the same place on any working days from during the
document issuing period mentioned in table below between 09:00 hrs and 15:00 hrs.

sfiBasLILIL BeTeng) eTeiTmiD G\g,!ﬂsﬁl,ggermmn

Pre-Bid Conference At 1630 A M on 02.06.2026
Closing and Opening of Bids At 1030 A.M on 09.06.2026
Reguired Bad
Estimated
f Source | Cost®s) | conteat |  CIDA How’ v:l:
N Bid ID Description of Werk F:d In M.u P i Days)| G & I:::.:: ¥ g
" VAT) Speciality ®s) Period ®Rs) Period
up o
Renovation of Bridge C8or :
01| 202N o Uayppukulam | MLG | 492Mn | 84Days | Above | 300000 | V0 | 7400000 P
Junction Link Road (High Way)
Purchasing &
PSDG/NP/M fomg of Street \ CYr S e
02| UMPPS/202| Lighis at PSDG | 225Ma | 49 Days Above | 250000 | o - | 34,00000 %6
6/RE/O Mullaitivu Beach (Building)
| Road

. A complete set of Procurement Documents in English language may be purchased by

interested bidders on the submission of a written application to the Chairman,
Maritimepattu - Pradeshiya Sabha, Kovilkudiyiruppu, Mullaitivu (T.P:0212290001,
email: pskpattu@gmail.com) from 9:00 hrs to 15:00 hrs during the period stated in
table above upon payment of non-refundable fees as mentioned in the table. The
method of payment will be by cash.

Bids (Original & Duplicate) must be delivered to the Chairman, Divisional Procurement
Committee, Maritimepattu Pradeshiya Sabha, Kovilkudiyiruppu, Mullaitivu on or before
10.30 A.M as stated in table above. Bid number must be written on the left-hand upper
corner of the envelope. Late Bids will be rejected. Bids will be opened soon after
closing in the presence of the Bidder's representatives who choose to attend
Maritimepattu Pradeshiya Sabha, Kovilkudiyiruppu, Mullaitivu.

. Pre-Bid Conference will be held at Conference Hall, Maritimepattu Pradeshiya Sabha,

Kovilkudiyiruppu, Mullaitivu commencing at 10.30 AM as stated in table above.

. All Bids must be accompanied by either Bid security as per the information gwen in the

Tables.

Chairman

Divisional Procurement Commtttee
Maritimepattu Pradeshiya Sabha,
Kovilkudiyiruppu,

Mullaitivu.

26.05.2026
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