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‘1_. Secretary

Base Station: Jaffna
Main Duties:

office Manager.

and mic ro-finance),

lated e- mail.
Requirements.

* Good team player.

28 January 2006

Father Jeyakumar
Caritas-Hudec

Jaffna.

14 Mathew’s Road, Deogu Street,

VACANCY

To work in full partnership with Caritas Office Manager in Program Activities.
The post holder will have to undertake the following activities.

* The post holder reports directly to the Director of Caritas-Hudec-Jaffna & the

* Assists the Management on all secretarial duties & programmatic matters

. compilation of beneficiaries’ data (livelihood, housing,

drafting letters independently etc.

* Translate documents to Tamil or English

* Prepare the minutes of weekly coordination planning Meetings.

* Maintain address lists and contact numbers of national and international
staff and other essential telephone numbers of organizations, hotels and
services useful for the programme. 3

* Assist the Senior Construction Managers in correspondence, reporting, let
ter drafting or contracts to the finance manager with external organiza
tions, governments, banks, supplier’s beneficiary groups, including the re

* Good command of English

* Should have Secretariat/administrative background.

* Advanced computer skills in Excel (spreadsheet, data base management)
word (reporting, graphs)& internet email. ‘

* Ability to work independently.

* Excellent analytical skills.

Caritas-Hudec recruits qualified individuals without distinction of ethnic back

ground, religion or gender.
If you would like to be a part of a dedicated team in a humanitarian context, ple
ase send us your CV & motivation letter including your contact no. & minimal two

references to the following address, latest by

(C-o1-123)

or E-mail: hudec@sltnet.lk

~

!/
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