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HouMeidm’s College,
. Jaffina.

the following vacancies:

Basic reqmrements'

- Having passed the G.C.E. Ordmary Level Examination
in six (06) subjects with at least three (03) Credit
passes, including English, Tamil, and Mathematics.

AND . )

- Havingpassed the G.C.E. Advanced Level Examination

in any stream.

> Management Assistant — General Administration
Specific requirements:

- A professional qualification in Human Resource
Management, or completion or current pursuit of a
Diploma in Human Resource Management or an
equivalent qualification from a recognized institution.

- A minimum of three (03) years of experience in
human resources, administration, payroll
management, or a related field.

- Proficiency in MS Office applications is essential. |
Knowledge of HRIS and Payroll Systems will be an
added advantage.

Salary: Negotiable

» - Management Assistant — Secretary

Specific requirements:

- Having completed a Secretarial Course from a
recognized institution or is pursuing a professional
qualification leading to Chartered Secretary status.

- Minimum of three (03) years experience in
secretarial, administrative, or office management
functions.

- Excellent communication skills in English are essential.
Proficiency in Sinhala will be an added advantage.

Salary: Negotiable

> Management Assistant — Finance
Specific requirements:

- Having successfully completed the AAT qualification
or an equivalent accounting qualification from a
recognized institution.

- Minimum of three (03) years experience in
accounting, finance, bookkeeping, or related
administrative functions.

- Proficiency in QuickBooks and or MS Office
applications is an added advantage.

Salary: Negotiable

Send your complete CV with the contact details of two non-
related referees, along with the photocopies of relevant
educational and professional certificates, by registered post
to the address given below, before 20" July 2026.

Please indicate the position applied for, on the top lefthand
corner of the envelope.

(Only shortlisted candidates will be called for an interview)

The Principal,
(C-6009)
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