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Vacancy for Saff Assisert (on confraci

We are looking for a person with the following attributes to serve as staff
assistant to assist the Co ordinators of the Arts & RAFA Study Programmes!
under the Quality Enhancement Fund (QEF) of the project to Improve Relévance
and the Quality of Undergraduate Education (IRQUE), in the administration
of the study programmes. :

* Pass in three subjects at the GCE (A/L) Exam

* High level of competency in English

* Competency in MS Office packages

* Age not more than 45 years

* A minimum of two years experience ina similar capacity is pre ferred
* Salary and terms negotiable.

The duties of staff assistant would include serving as areceptionist in the
Local Technical Secretariat (LTS) of the project at the F aculty of Arts, University
of Jaffha, administrative duties within the office including dispatching and de-|
livery within the University of all incoming and outgoing documents, letters,
messages, e-mails etc, preparation of Microsoft excel and Microsoft word|
documents, maintenance of files of all documents and correspondences, and
other clerical works.

The appointee should also assist the co ordinator in the preparation of
monthly, quarterly and annual reports. : f
Application giving complete bio-data with copies of relevant certificates
should be forwarded to the Director/LTS, IRQUE Project, University of Jaffnal
on or before 15" September 2008. » ‘

Director/LTS
IRQUE Project
University of Jaffna

(Cnase) 28.08.2008

University of Jaffna -
Intensive Course in English and Information Technology - 2008
(Under the IBG of the IRQUE Project)

Interested students from among those who sat their Final
Examinations in Arts or Management Studies and Commerce in
the academic 2006/07 and wish to follow the above courses are
requested to register their names at the Local Technical Secre-
tariat (LTS) Office of the IRQUE Project, University of Jaffna on
or before 17.09.2008. Director/L.TS
IRQUE Project
University of Jaffha
28.08:2008 ¢ e}

(Cnass)
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Computer Courses:
@ Dip in Micro soft office
@ Dip in Disk top Publishing
@Dip in Computer Software Engineering
@ Dip in Computer Hardware Engineering
@ Dip in Video Editing
@ Dip in Computer Accounting
 Dip in Internet & E-mail
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