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8%  CARITAS- HUDEC- JAFFNR ¥
B EMPLOYMENT OPPORTUNITIES - o=c

CARITAS

POSITIONS:-
1. ACCOUNTANT
2. LVH PROGRAMME COORDINATOR
3. TECHNICAL OFFICER ‘
4. LVH FIELD OFFICER
5. FINANCE ASSISTANT
6. DATA ENTRY OPERATOR
e  Duty Station:- Vanni area.
e  Duration of Contract:- 9 months
: : , [ I 1. Main Duties:- Accountant
e fer ‘ Liet \ 6 - Establish proper accounting systems. -
" Pt et T B b ol - Preparation of payment vouchers payments.
Preparation of budget as required in coordination with programme units.
Preparation of monthly payroll.
- Coordination with banks and transaction.
Qualification/ Experience
[ - Should be partly qualified ICASL/CIMA/ACCA or completed HNDA
- Minimum 03 years professional financial experience _
- Fluency in written and spoken English
- Computer literacy in MS. Office (Word, Excel, Access)
2. Main Duties:- LVH Programme Coordinator
- Plan and finalize the various LVH project components. Take into
consideration the policy of the local authorities.
- Regularly check the time planning of the field officers with the
implementation.
e h - Supervise and manage field and project officers in identifying projects
\ . through a participatory process which include diverse group of
.@so‘ru & gitde 1> TG enng 1nd1vx%iuals Ia)md vu{)neragle groups. :
QFALWOLL G ST ZO%WM o0 Qualzf cation/ Experience
58 : HSLILILBertermm. (61~ Demonstrated management experience with a special emphasis on
project management
- Able to write project proposals and prepare monthly, quarterly, half*
and yearly reports
- Fluency in written and spoken English
- Good communication and managerial skill
Computer literacy in MS. Office (Word, Excel, Access)
3. Matn Duties:- Technical Officer
- Supervision of all construction activities, report on progress and
bottlenecks, receive information from beneficiaries and give regular
information to project participants and local authorities as and when
required. Also submit report to Director through construction

unmbufi esSasTeo IHDID Ami
asmpPeo puwmd SuialmhHd MaindF

o uSAGUDHDI WIMD. T’ L 5BD&
AUBDD BB GIBENTa HDIDF FIT L Bermav

2 manager
CBSanTamBSm SalTsamear alhs! ammas!! Be required to realize site supervision
3 Qualtf cation/ Experience

eraImi ey CauHmi AeuHIDTENE6D L1co Sianiiafid i
arGamBmmib.
wmp/apefevaugeir e, Simisme eflwmunissir

NCT/NDT in Civil Engineering or equivalent with 2 years
experience in the same field.
- Fluency in written and spoken English
- Computer literacy in Ms. Office and AutoCAD
- Experience in preparing weekly and monthly progress reports.
..,........................................ AbletomakeBOQandOtherquantltyanalysesOfmaterlalsandsupplles
|| ] 4. Main Dutzes LVH Field Officer

m - The LVH field Officer responsible for daily implementation of LVH
3 y sﬂl.[liﬁ mgﬂm €

Husbandry, Vocational
training etc. under the direct supervision of the Livelihood Coordinator
.~ Organize and conduct training programme to the beneficiaries to
enhance standard of their life.
- Assist in making project proposals, reporting & analysis.

activities covered in the program, this includes IGP, Animal
]

e iThd LOEOITSH
1982. 08 .30

Qualification/ Experience

- Completion of Secondary Education preferably with relevant

SHBW LTS Diploma :
; - Two years experience relevant field.
2010. 04.13 - Fluency in written and spoken English
: - Computer literacy in MS. Office (Word, Excel, Access)
5. Main Duties:- Finance Assistant
udrares phs dr ab aiibs - Set up and maintain efficient finance systems to support Program
ydsnaL yoarss Ldér 2L ahies Activities
b @ - Assist in all finance implementation activities and inform the
seleri sULD Bsbeor Q'd,[ i WA Accountant of all the progress of the undertaken activities.
waflanar £dr Sudazibs - Preparing and entering TALLY software ledger books.
. - Assisttocollect the entire document needed to establish the monthly reports
: s Prepare monthly financial reports
Srbelafipmuller wyullafiBa-Subom Qualtf cation/ Experience
hwd paihibmew - Should be partly qualified CIMA, HNDA or equivalent degree with
Sigpesh B! LTTHE Henwbor minimum 02 years experience preferably in a NGO.

- Fluency in written and spoken English

- - Computer literacy (MS. Office and Tally Accounting Package)

6. Main Duties:- Data Entry Operator

- Should be able to prepare narrative and statistical reports independently
- Knowledge on the maintenance of the Database and Documents

Qualification/ Experience
- Should have Secretariat/ Administrative background
- Completed G.C. A/L and minimum “credit pass” in G.C. O/L English
- Advanced computer skills in Excel (Spreadsheet, Database

management), Word (reporting, graphs) & Internet e-mail
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General

Caritas- Hudec recruits for its programme qualified persons without distiriction
of ethnic, background, religion or gender.

Women candidates are encouraged to apply.

If you would like to be a part of 'a dedicated team in a humanitarian context,
please send us your CV with introduction letter, including your contact details
(address and telephone) and minimal two non related references to the one of
the following address, latest by : 21** May 2010 (Friday).

The Director or E- mail: hudec@sltnet.lk
Caritas- HUDEC
14, Mathew’s Road,

. Deogu Street,

Jaffna.

Capplw o ppmi, 2 mafleTiser, FLITSGET WT(BEHGD TIDG LOGT
wrips pampluplsens Csflallsgs Careralste @em (13.05.2010)
aflwmpsSpew wppusd 10 weafluarallew wg @dasHd paL
Qupayerer erog GEWU swailular oflGd DESSHw B
s Yysw srpg rrissoaadagnn soig GsreraGsr®
s@aen GlgrLiipg @)L bGupayerer wHw Curser Bspaileyd
sQPpgI Cmen® FinLnisgwmm 2 pmmi, 2 peile, FesTLITFT JjeesT
QUBTULD YGTLIL T JedpSFleTCpmD. @\Fereis seflli L. oyenpLs
urs appiseETaTesry ueaiaj et Gsl Hs&0srarearGnmb.

The Director catitasvanni09@gmail.com

CsmosESmD 6, -G@Bbuddant. Caritas- HUDEC -
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Y DTS CHITL DL @-253) Kilinochchi. &
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