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Documentation officer:-

FORUT, an international NGO working in Sri Lanka since 1982, is inviting applications from qualified and experienced personnel to work with the poor and affected population
to uplift their living status, by adopting participatory working methods. The candidates are expected to be team workers, who could work with the project teams to increase
the efficiency and effectiveness.

knowledge of Sinhala.
e Excellent proven computer skills.(Ms Office)
2 years experience in writing documents and reports
e Ability to conduct research and
Ability to gather and transmit information and information
management
e Valid mo-bike riding license
Age 23-45 years

report.

Position Minimum Requirements Tasks
Documentation |e Graduate or G.C.E (A/L) (fully qualified) e Maintain databank on complete programme.
Il | Officer e Excellent proven command of English and Tamil, preferably some | ® Net working, record keeping, & data base management

e Produce monthly / Quarterly/Half-yearly / Annual reports

e Visit field and document information as case story or report
e Publish newsletter routinely to carry project information

e Document workshops, seminars and reviews :

e Write minutes / reports

Field coordinator:-

.| Position

Minimum Requirements

Tasks

Field Coordinator

e Graduate in sociology or eqt & 2 years experience in social
mobilisation :

OR
OR
AND

Valid mo-t ke riding license
Age 23-3' years

e GCE(A/L) with 3 years NGO work in social mobilisation
e GCE(O/L) with 5 years NGO work in social mobilisation

e Excellent proven computer skills (Ms Office)

e

e Social mobilisation: Facilitate the target group to achieve

increased participation

e Capacity build CBOs /Partners to maintain proper accounts
and minimum office documents

o Work with identified vulnerable people to provide appropriate support

e Conduct regular follow-up programmes to ensure sustainable
results

e Ability to work on gender related issues
e Monitor & Analyze progress monthly
e Maintain base line data and analyze impact

Applicants, if selected, should be wi
positions require extensive field tray
encouraged to apply for all positions

~ candidates will be called for interviev..

hand comer of the envelope.

(8-10220)

\g to accept positions in any part of the project loc
from the office locations. Hence, applicants shoul
Duration of contract will be one year with possible extensi

ations within Kilinochchi and Mullaitivu districts of FORUT Vanni project. All
d be prepared to devote time in field under difficult conditions. Females are
ions depending on availability of funds and staff performance. Only short listed

Completed applications should be forwarded to reach the under mentioned address on or before 20" of September 2004. Please indicate the post applied for on the top left

Address:-

Program Manager,

FORUT, C.T.B Depot road,
Selvanagar, Kilinochchi.

E-mail:- arne@forut.lk

«
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