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POST OF SECRETARY

The Save the Children Fund is an Inter-
national Non Governmental Organisation working
for the rights and welfare of the children
irrespective of nationality race or religion.

A VACANCY EXISTS IN SCF OFFICE JAFFNA
FOR THE POST OF SECRETARY. The Secretary
will be responsible to the District Coordinator
through Administrative Officer in the district.

THE DUTIES AND RESPONSIBILITIES:

1) To attend to the typing work as requested
by the administrative staff. :

2) To take responsibilities for
proper maintenance of all files and documents
in the district Office.

3) To handle all routine correspondence and
documentation as and when required by the
Administrative Officer.

4) Manage all outgoing and incoming mail in
the district and to undertake all reception

duties.

THE SUCCESSFUL CANDIDATE WILL HAVE:

a. G. C. E. (Ordinary Level/ Advance Level) with
English as a subject.
b. Good command of English and good knowledge

of Tamil/ Sinhala.

c. A good knowledge of shorthand typing.
d. Computer skills in Lotus 1-2-3 and Word

Perfect 5.1
DESIRABLE:

e. Knowledge of Word perfect 6.1/7
f. Experience in relief and rehabilitation Work.
g. Knowledge of Office management.

_Starting salary will be Rs. 6.988/00
SCF retirement age is 60 years.
Applications stating the names addresses
and contact telephone numbers of two non-
related referees who are familiar with your
work and one of them should be your present
or most recent empioyment to be sent to:

District Coordinator,
SCF -
Closing Date: Two waeks from the advertisement
Short-listed candidates will be sent an ap_pli-

cation form of SCF.

ensuring the

Jaffna.

(c/1994)
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