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CARITAS - HUDEC JAFFNA
VACANCY

%
N

Position Vacant:

1.Senior Manager in Construction

To work in full partnership with the caritas international program
expatriate advisor in managing monitoring and evaluating projects.

Base Station: Mulaitivu

Qualiffcation & Experience:

The post holder reports directly to the program manager ( Ex-
patriate ) and the assistant director of caritas Hudec Jaffna. The
post holder will undertaken the following-activities.

experience in the same field

2) Expenence in pro ject planmng lmplementatlon , Montoring
and Evaluating. ~

3) Excellent skill in monitoring implementation of program ac
tivities.

4) Strong interpersonal and liaison skills.

5) Computer literacy in WinWord, Excel and e-mail softvs.'are.

6) Age between 40-50 years

7) Good knowledge of written and spoken English and able
to prepare monthly progress report.

8) Good team player

9) Represent caritas Hudec on the issue of shelter activities at
district and divisional level coordination meeting with gov
ernment NGO’s, UN organizations and the private sector.

10) Regular visits to monitor progress of programme activities
and regular reporting back to programme manager

11) Post based in Mulaitivu, with regular visits to Killinochchi
and Jaffna.

2. Secretary

To work in full partnership with the caritas internationals program
expatriate advisor in managing monitoring and evaluating staff
personals. The post holder will undertaken the following activities.

Base Station : Killinochchi

Qualification & Experience
The post holder reports Directly to the project coordinator (Ex-
patriate) and the Assistant director of caritas-Hudec-Jaffna.

1) should have Secretariat / administrative background.

2) Assist the managemenf on all programmatic matterssuch as
developing and maintaining a filling system, compilation of
beneficiary data basis (livelihood, housing, micro-finance)

3) translate documents into tamil or English as required and
provide printed copies & letter drafting.

4) Maintain address lists and contact number of numbers of national
and international staff and other essential telephone numbers
of organizations hotels and services useful for the programme.

5) Realize correspondence and reporting for the senior construc
tion manager and letter drafting or contracts for the finance
manager with external organizations, governments banks,
suppliers beneficiary groups including the related e-mail

6) Good command in English (oral &written)

7) Computer literacy in MS office and e mail software.
8) Ability to work independently

9) Excellent analytical skills

10) good team player

3. Senior Manager in logistics

To work in full partnership with the caritas internationals pro-
gram expatriate advisor in managing monitoring and evaluat-
ing logistic activities.

Base Station : Killinochchi

Qualification & Experience

The post holder report directly to the director and in his absence
to the program coordinator (Expatriate or counter part). report-
ing is verbally & in written (English). The post holder will un-
dertaken the following activities.

1) Have excellent knowledge in logiétic field and at least 3
years experience in the same field .

2) Plan and manage all activities related to procurement
and storage of materials & equipment as necessary for the
program implementation out side the construction department

3) Assist the purchasing office in preparing tenders, document
&receipt, of quotations as necessary. @983

1) Grade I Technical Officer / Civil Engineer with 15-20 years

4. Livelihood Manager

14-07-2005

4) Assist to give the presence of his staff on every logistics sectorand
give monthly time report to the director & personal adminis
trator,

5) Assist at the beginning of the month with the Budget controller
to mark a provision expenses regarding logistic activities.

6) Have to submit menthly running chart sheets (pickups, Motor
bikes, Tractor, Trucks) & explanatory about assets materials
in word (including inventory).

7) Supervise all distribution of materials as per program imple
mentation out side construction department.

8) Post based in Killinochchi, with regular visits to Mulaitvu
and Jaffna

To work in full partnership with the Caritas Internationals (CI)
Livelihood Program Expatriate Adglsor in designing, managing,
monitoring and evaluating pro.}ects which assist individuals af-
fected by the tsunami to restore their livelihoods.

Base Station : killinochchi

Qualification & Experience :

The post holder Report directly to the Overall Program Manager/
Coordinator. The post holder will undertaken the following activities.

1) Direct, Supervise and Manage project officers, project man
agers and animators/social workers in identifying projects
through a participatory process which are inclusive of a di
verse group of individuals, including vulnerable group.

2) Ensure a high level of program quality in livelihood project
design, implementation, monitoring and evaluating.

3) Identify capacity building needs to team’s project officers, proje
ct managers and animators/social workers and local partners.

4) Organize training and workshops to build and improve
capacities of the above mentioned staff.

5) prepare accurate and timely reports to donors.

6) Share experiences, methodologies and less&ns with
CI Livelihood partner in other Diocese of Sri Lanka.

7) Represent Caritas - Hudec on the issue of livelihood and income §
generating activities at district and divisional level coordina
tion meetings aith government, NGO’s,Un organizations and
the private sector.

8) Work with project officers to regularly monitor and evaluate
livelihood programs
(fisheries, agriculture, small enterprises)

9) Experience using word processors, spread sheets and email.

10) Fluency in Tamil and English.
11) Good Communication Skills.

12) Demonstrated knowledge in agriculture, fisheries, micro en
terprises sector

5.Translator

To work in full partnership with the Caritas Internationals (CI)
Livelihood Program Expatriate Advisor and the other staffs.

Base Station : Killinochchi

Qualification & Experience :

The post holder Report directly to the Overall Program Manager/
Coordinator. The post holder will undertaken the following activi-
ties.

1) Should have 2 years experience in interpreting/equivalent.

2) Good command in English (Oral & Written)

3) Good Communication skills & ideally will also do some
Teaching in English.

4) Good team player.

5) Translate documents into Tamil or English as required.

6) Computer literacy Microsoft Word and Excel.
7) Postbased in Killinochchi, with regular visits to Mulaitiva and Jaffna.

Caritas - Hudec recruits qualified individuals without distinction
of ethnic background, religion or gender.

Interested candidates are encouraged to apply by submitting
1) Their curriculum Vitae, '

2) A letter of motivation, and

3) Two non related referees

Before 22 July 2005 at Caritas - Hudec, 14 Mathew’s Road; Deogu
Street, Jaffna.
Please make sure to include a telephone contact with your

submission.
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FREE SEMINAR IN JAFFNA

Today (14 th) at: 10.00am
3 .- SPOT ADMISSION

BY: JUGAL LALSODAGAR HEAD OF INTERNATIONAL OFFICE

k . STPATRICK'S COLLEGE - UK
TO BOOK YOUR APPOINTMENTS CALL 0777 - 209446

PLEASE BRING YOUR EDUCATIONAL CERTIFICATES
INSTITUTE OF INFORMATICS STUDIES

100,Clock Tower Road, Jaffna. “Tel: 021 222 2831
41 STUDENTS HAVE OBTAINED THE VISA WITHIN LAST 6 MONTHS

APPLY WITH O/L

Instant Admissions will be offered for eligible students.

:‘ "’:-3 &y
ondon

SEMINAR WILL BE HELD ATES

Sept 2005 Intake 'BSC *MSC ‘MBA phD
g7

Knowledge management Systems

Leading Educational-Consultants and Training Providers
6 - 1st floor 37th Lane, Wellawatte, Colombo 6. Tel: 2361565
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