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| CARE International-Srilanka

Pt TRl Declomen P (TROP) I, e i,
VACANCY NOTICE

Care International-Sri lanka is now looking to fill the following positions to assist the development
and livelihood activities of the people affected by Tsunami.
Administration Assistant-03 positions: Kilinochchi (paranthan)/vaddamarachchi- East (Masar)/

Mullaitivu ( Thannivethu).
Job Summary

Qualifications:

The Administrative Assistant is responsible for different types of administrative supports to the
Area/Field office. Responsible for proper maintenance of personnel files, logistic support, filing system,
service contracts;, vehicle operations, as well as repair and maintenance works of the Area/ Field
(&4fice.S/he is also responsible to look afier the security and cleanliness of the Area/ Field office.

CGE A/L with at least 2 years experience in similar functions.
finance Assistant-02 positions: kilinochchi (paranthan)

Jop Summary:

The Finance Assistant will be responsible for assisting the Finance officer in all maters relating to

Area/ Field office finances and books of accounts. This will include checking all financial documents

and receipts, preparing Salary Sheets for the Casual staffs of the Area/Ficld office, maintaining pettycash,

carrying out banking functions and making timely payments as per approval of the Team Leader-

p\gmm support/Project Director. S/he will also be responsible for filing all correspondences relating
0 Area/Field office finances and maintaining the audit and financial vecords. S/he will also be responsible

for facilition of internal and external audits;

Qualifications:

The qualifications required for this position is minimum intermediate level of CIMA/Chartered

Accounting or Diploma in Accounting with at least 2 years experience in similar job/position.

please send your CV to reach us on or before 19" November 2003,

Administrative officer,

CARE international-Sri lanka,
Kandy Road,

kilinochchi,

T.P 228 5093, Fax 228 5135, E-mail-knochi@ care. Ik £.13322
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