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1nited Nations Development Programme

Sustaimable human development

UNDP waorks in more than 150 developmg cowniiries. Through our worldwide network of offices and in dialogue with governments and other development partners
UNDP eapports programmes for sustamable human development

TWO POSTS OF ADMIN/FINANCE ASSISTANT

1) BATTICALOA(with AMPARA) & 2) KILINOCHCHI (with MULLAITT

1

i
!

The UNDP Umbrella Project far the Conflict-Affected Areas focus on esenemic recovery through micra finance, capacity building and participatory based planning involving partnerships
with a range of stakeholders from civil society, the public sector, NGOs and other UN agencies. The project is recruiting 2 National Admin/Finance Assistants, one to be based in Batticaloa
covering Ampara and the other to be based in Kilinechchi also responsible for Mullaittivu. Detalls are outlined below.

[ Duties and Responsibilities: Qualifications:
« Assist in the overall management and administratian of the field office and provide | Educational Background:
admin suppart for the Field Coordinatar; = University Degree in relevant public administration, finance or related field
| « Setup finance and admiin system and procedures for the new office In close
l consultation with the Colembo office and the other field offices; Experience:
| » Handle 2|l petty cash transactions and maintain accurate petly cash records; « Familiarity and loeal knowledge of relevant d!StﬂC!S
'\ « Maintain the computer record of all accounts and financial transactions; « Minimum 2 years in project management, including administration. finance and
| o Provided@ccounting reparis and statements as reguired, = reporting 3
= Ensure 2ll.cash kept on site is constantly secured and accounled for; « Knowledge and experience of working with the UN Admin/Finance System an asset
1 + Regularly update the office inventory and maintenance records of all Umbrella Project E
‘ assets and send the updated lists to Colombo; Languages:
| «  Ensure that the office equipment is regularly:serviced; »  Excellentcommand of English and Tamil
| «  Overses the supply of expendable office supplies ensuring constant availability; «  Ability to communicate in Sinhala
| o Handleall admin regquired for larger project expenditure and procurement;
{ »  Arrange all transportation booking on behalf of staff and cdrgo; %ﬂf_ 1 7 ‘
| »  Liaise with otker international organizations and sister UN agencies as necessary; * Compuler skills In word processing spreadsheets, data base and project management
»  Maintain all staff personnel records; «  Ability towork as:a rn-erpber ofa muln-d'lsc:lpl.mary team _
« Maintain all finance and-admin filing systems; . Str?ng negolidtion and interpersonal skilis with good initiative and sound judgement
» Abide by all UN security regulations and UNDP policy and procedures. + Valid drivers license an asset
! e Wiling to be based in-and travel throughout the north and east
: Duty Station: Batticaloa/Kilinochchi with field travel to the North and East
| Duration: Initially for one year with pessibility of extensian

Interested and qualificd eandidates should'send  detled OV with dames oltwo nen-related relerees and contact telephone number 1o the Personinel Officer, UNDP, PO Box 1505. No. 202:204 Bauddhaloka
Muawatha, Colombo 7. Applications should rcach UNDP by close of business Friday 10 Janoary 2003 and should clearly state on the application which location they areinterested 1o work m; either Balticaloa
(with Ampar) or Kilimoeheh (wath Mullaittivu:)
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Pronto Data College ssore_rafsp e-Business
SO GUBINE @ISl [{eDsDINDIIIITFsD &1 1 0.

A Golden Opportunity to Study in Canada to gain a reputed qualification
in e-Business ~

Canada itself has been ranked by the United Nations (UN) as the best couniry in
the world for the past ten consecutive years. Canada provides an ideal venue for
foreign students to continue and enhance their lives. Pronto Data College, Canada

SPECIMEN APPLICATION FORM \
(To be made in A4 size and filled in Block Capital Letters) .

i85 divigion izt Pronte Dit Sysiommigeisibh i Fikiadikn high tedh cospany Full Name . e T e I e o i . I
that has been providing software solutions, support and training since 1987and is Ndidiusy’ gt Toughte R RS R X Lt e O AL
the educational training arm and registered with Privaie Post Secondary Education -

Commission (PPSEC) o train people in information technology. Pronto Data RO BN SRR R T R TR PIRSEE T Y
College, which is based in Toronto and Vancouver. Canada is a leading academic

institution with an international reputation for the quahty of its teaching systems. AR S e e b I
The qualification obtained from this institution is recognized worldwide and provides
students with excellent intemational career apportunities. Correspondenca o T e SRS BT e
‘;E The usage of e-Business Tsch:t:lBoguyB'rii'lntz::Iobai has shown a tremendous | Tolgphone, T e st s
i growth which indicates r
I 'he ernployment opportunities In e-Commerce Technalogy in the future is phenamanon REtaDE B - e S B e e e

= e — - —

lm,ﬁfhﬁ’ﬁm;mnm sflain s -

50 Multipie Choice Que.ﬂwnx MCQ) w}ud: should be attempted in 60 minutes comprised of
40'% in Mathemarics, 40 % in Basic Computer Principles and 20 % in English

yevanioll L s plampad SIL g GlLD;- A bink draft smounting to Canadian § 25 1o be driwn in faveur of Pronto

Daia College - Canada should accompany the Applicarion Form together with recent two passporl size
photographs along with a/Self Addressed Staped Envelop (Size ; Standand Long Bavelop) Usdes Reglitered past

Passport No. [ NIC No.

Educational Qualification

IT Qualification (if any)
All suudents who sut for the Aptitode Test will be potified their reqults and those qualified will be 1asued & certificate

by Prouto Data College - Canada Waork Experience (if any)

uf enadbaran alaiiy (pualEdsd ; January 16, 2003

Examination Date: Istof Feb, 2003.

Centre Details, Admission Card will be posted individually for all applicants one week ahead of
the Aptitude Test

e LILEBEET <M EIlLGasTLzIL @mm

Pronto Data College - Canada

Scholarship Liaison Office

No. 54 1/2, Rajasinghe Road, Colombo - 6

Preferred District to sit
for the Aptitude Test : Colombo [ Jaffna | Trincomalee | Kandy |

Batticaloa { Vavuniya | Galle

Date :

Signature

For Office Use

500 students will.be catered under this sehlorship programme in varies percentage according to the
performance in the enfrance Examination for differant intakes of the year 2003,

THT Grafix

Pronto Date Collage - Corporate Office: # 6637 Buswelf Streat, Richmond, B.C. Canada V6Y 26P - ] : . . 4 o
Tel: 604-270-0863 Fax: 604-270-0473 &-masil : info@pronto-data.com The Students who qualify for the Scholarship Programe to study in Canada will be given
(Please visit www.pronto-deta.com for farther infarmation about this Schelarship pragramme) assistance and guidance Lo obtain their necessary siudent visa
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s s . . The Scholastic Year 2003 will begin on Monday 06.01.2003
lmﬂ- ma‘ﬂ@ ¢ @Qbm.gl ?5 .m@)l.-ﬂ:i@&@’ . mm."&' L ! at. 8.30a.m. with Holy Mass at St.Mary’s Cathedral. = I
@il &%, L LFMAULL_N  LOHEHET mﬁﬁ 60 5“@”“””‘0' I At. 10.00 a.m. The Irish Ambassador for Sri Lanka, residingl

UMy enL_wjLh Quﬂ')ml&’ QanewiL. ellsamsiflés Csjallad Goarj. l in New Delhi, His Excellency Philip MacDonagh will bel

. o . . . a > . . visiting the College. 4 |
ﬂgﬁgmrﬁﬁ?ﬂl’mm 5 %’!ﬁﬁﬁ;ﬁﬁéﬂmﬁfﬁ:g' @40 ggt;um[grba[ﬁg. :We invite the Parents and Old Boys to be present at thel

welcome function.
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United Nations Development Programmie
Sustainable human development

LINDP works in more than 150 developing countrics. Through ourworldwide network of offices and in dialogue with governments and other development partners,
UNDP supports programmies (or sustainable human development

TWO POSTS OF PROGRAMME OFFICER 1) 'BATTICALOA (with AMPARA) & 2) KILINOCHCHI (with MULLAITTIVLU)

The UNDP Umbrella Project for the Conflict-Affected on ecanomic recovery through micro finance, capacity tuilding and participatory based planning involving partnerships with a range of
stakeholders from civil society, the public sector, NGOs and other UN agencies. The project 1 recruiting two national Programme Officers one to be based in Batticaloa but also covering
Ampara ad the other to be based in Kilinochchi responsible also for Muliaittivu. Details are outlined below.

Duties and Responsibilities: | Qualifications: ) >
| Under the overall supervision of the Programme Manager or the Deputy in his absence, ' Educational Background:
» Support the Field Coordinator in the overall administration and management of the | » Liniversity Degree in relevant subject (econamiics, social sciences, planning, etc.)
| office in Batticaloa/Kilinochchi in coordination with the Colombe office and in line with ‘
the workplan Experience:
' ¢ Supenvise the national staff in the absence of the UNV Field Coordinator; } »  Knowledge and expericnce of rmere-finance initiatives as a tool for sustainable

i
|
’- Assist in  developing and updating the work plan for the Project in

[ » income generation.
Batticaloa/Killnochchi;

. Experience of working with CBOs, NGOs, Co-operative Movements and
I S , p
Government Departments and capacity-building.
. ‘ . . Minimum 2 years experience in projec / 1t an nagement, including
| « Provide information and support to Project partners including local NGOs and i Bl o t’h il K; . I‘. DiECtIcARIOpTENE i thiniag &
Ak g S T ,.
i beneficiaties, and liaise closely with sister UN agencies, government departments, elc REERSTSON, (RENEE duiAE RROTEEE-

e Assist in devising and developing new project activities in conjunclion with the GA
l and pariner organizations;

regarding the Projsct activitiss; ! B Knowledge and experience of working with the UN System an asset.
« ldentify and support partner organizations and agencies to Implemant praject ' . Familiarity and local knowl=edge of retevant District
activities in the areas of micro-finance, skill development, capacity building and | e Experience In Fisheries Sector an asset (for Kilinochehi/Mullaittivu)
Iraining and participatory based planning; ’
« Maintain and update the office database for all Project activities; Languages:
« Monitor progress and evaluate results of all project aclivities, presenling them in | »  Excellent command of English and Tamil
monthly reparts; «  Ability to communicate in Sinhaia
| = Idenfify and update the best practice procedures of all projact activities;
¢ Ensure the coordinated, effective and efficient implementation of all project aclivities,
‘ e Impart skills and give on the job fraining to the stakeholders and bensficiaries as and
| when required; '
i+ Represent the Project to donars and brief visitors at the field level;

ther
«  Computer skills in word orocess: nig spreadsheets, data base and project management
«  Ability to work as a member of a multi-disciplinary team,
. “lrong negotiation and interpers onal ekills with good initiative and sound judgement
= Valid drivers license an assel;

Abide by all UN security regulations and UNDP policy and procedures. _ .
«  Willing to be based in and wave| throughout the north and east

L]
’ Duty Station : Batticaloa/Kilinochechi with extensive field trave! to the North and East
. Duration: Initially for one year with possibility of extension

Interested and guahified candidates should send a detailed €V with names of two non-related referees and contact telephone number to the Persoiinel Officer, UNDP, P G Box 1505, No. 202-204 Bauddhaloka
Mawatha, Colombo 7. Applications should reach UNDF by close of business Friday 10 January 2003 and should elearly stgte on the application which location they are interested to work in: either Batticdloa
(with Ampara) or Kilinochehi (with Mullaiitiva.)
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