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P ticall 100% Skills Orientation Skills Orientation Ti“a"ellmg Abroa
ractically ( ©) - Listening Listening E gews paper feadlng & Discussion - Acadamic training| ~Emmigration - Interviews
- Sentences expansion - Speaking | - Speaking 3 Flﬁﬂaf;:(éﬁ;wsttlo(rg;cummmr Eimsy | General training |- Checkmghm & out at the Air port
-Questions & responses expansion| - Reading - Reading - Presentation (Current ,ssucs)y - Flight behaviour
- Dialu'gues e-:gmmion - Writing - Writing - Letter Writing - Etiquette & Booking rooms
: - Language Structure - Languag{: Structure —chnrt Minutes wr iting - Room managment

OTI—IER COURSES AVAILILABRILEK
_ English LiteratureflEnglish for KIDS || English enrichment program (Grade - 08)

Revision Classes

level - T Age group (6-7) = = s s :
: - Writing, Reading, listening, Speakin f
¥ Ecot?eom - Discussion of past papers level - 11 Age group (8-9) . Lca.:'nigg mmughg-,gxcm;mgs ¥ § s | NO:105, Arasady Road, Jaffna. No: 228, Mitcham Road, :
- Poems - Revision of materials level - 1T Age group (9 - 10)|}- O.H.P Presentations available il 1.P:021-22256889, 0777252150 1H) Jooting. London, SW17810 UK 2
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SRI LANKA RED CROSS SOCIETY . i .
JAFFNA DISTRICT 292paugl LIDHHEIAN Henasajb

VACANCY FOR SUPPORT STAFF e

s Drivers-02 e
% Administrative Officer-01 : =

- 06
DUTIES APPLICABLE TO ALL 4
1976
1. Work towards the achievement of Sri Lankan Red Cross goals 7
through relations and teamwork. W,
2. Ensure understanding of roles, responsibilities, lateral rela- 5? £

tionships and accountabilities.
3. Perform other work related duties and respon51b111t1es as may
be assigned by the supervisor.

Specific Duties for Driver Sz CVQ2ULIF 3601 @6)][05 (1035)
(e L aurentt, wran’t GuswendlH Fpiunte) foleaipb, Sefe|mrse)

SoluaiBar! Saiip 2 &1 ®_SWEHNET
Safu ampSpbsd & Ssub WS Fuldma

1. To drive the assigned vehicle according to the Rules and Re-
gulations for use of Federation vehicles.

2. To transport passengers and cargo safely and as instructed. Qensbedup aSosiass Cormb B@He
3. Ensure the ALL occupants (including driver) of the vehicle are Conirbpl GieiaBal GLmb BrEIboTD.
wearing safety belts. Do not proce ed with the vehicle until this sr@’m & Gﬁrrmp@w sreuemauTsbeor SlettymiIs et B
is the case. FDODYL T aibenip MlenesBEN L ® 51060 - P shiwsa)
i ; P . Slgnh STl GH anTHens o 501 Gen
4, A:ccountable for t_he proper use and secunt'y of Federatmrf ve- ngwm wgm%m éfﬁﬁum%f‘abjymLﬁwwn
hicles and the equipment (jack, tools, ete.) assigned to the'vehicle.
£ f daily inspections according to the standard tirsSnenlun® Unb e & St
5. Per ormance of daily inspections rding e standar N
form for inspection for vehicles assigned or any other vehicles ufselspish Plss@h @bl Ui woh5CH8am? L
as instructed. 2 unfelGe galibss ®Z0udE alugsd HrmahEmmb?
6. Understand and obey all traffic laws and regulations. 2 _porph 2 paleiph 2 BES Plapisdn e L
7. Compliance with working hours as regulated. Drivers are 2_pasaets palcsal § & S50 amg AFepmi?
- . 4 Yl S Erarnd Sy Hamenulbenid LFibeyaia
recommended to work in accordance with the operational nee- yoar  dlennd Aupd sl |h@Td HTeHbmEBUTSSSEDTD.
ds of the operation. o BosIy W&, :
8. At all times be in possession of a valid driving license and ma- BTEDEUNG. (36687)(18:17) @ HIDLIS ST .
ke sure that the license is renewed when necessary.
9. Advise the Car Dispatchers of needed service and maintenance
of the assigned vehicle 3 days in advance. i s :
10.In support of the (Driver) Watsan Delegate, and with appropri- -
ate authorization, execute the purchase of appropriate suppli- e ]_r EGC30ED
es and arrange delivery in a timely manner.

11.Assisting in any other duties that may be assigned. Q_Qﬁ(gu]ﬂ'ﬂiww @lﬁlﬁll&)ﬁ“
Specific Duties for Administrative Officer : it (60, 7048030 (e 7060620 sueny
1. Responsible for administrative tasks and duties within the 4 | @, 142 dad 1662005

Ofﬁce.. 2 : . ’ ) Gisud !ﬁ : SO arony
2. Reception and dispatching of all incoming and outgoing docu- D, 5 1 7 2 2 9

ments, letters, messages, etc. for the office. GTEOITEB6T 18

3. Typing and appropriate filing of all documents and correspon-
dence.

SLILIT mss@um._ urﬂ& 28324625/ Gsusumuut_sﬁlsumso

4, Send/receive faxes.
5. Photocopying and production of bound reports for distribu-
tion. ' -
6. Record all income, code to appropriate funding source. . Rk A z‘gg‘gg’ggg‘;' <8 00 S0
7. Make timely payment for bills (ie household accounts) ::” (A iﬁ’_"” e “:“:f .| 50 60 J,' %60, 000‘,'
‘- B3 UEEHEG ROBE (PER O Gamsd ] 3 ¥ bt ) i
8. :Ensure an adequate supply of office materials (paper, pens, s S 111 5.000/- 5.55,000/- |
ink cartridges etc) and procure as necessary. B S BEAE 3 e 1,096 500/- 5,48,000/- |
9. Make arrangement for meetings and workshops. Bly UEAEIR Bkl e 2 aaiad 10,941 50/- | 5,47,050/-
10.Preparation of Requisitions for the Office and follow up on .5 ubni e Daier taa et 108,445 | 10/-| 10.84.450/-
the status of purchase in cooperation with the Office Manager. i
11.Preparation of weekly reports in co-operation with Driver con- vy ubshE0 Bba B § e 12 5,000/~ | 60,000/ |
cerning mileage, fuel, consumption and service schedules of wag ubsEEN ke wah 4 A 110 1,0001-i 1,10,000/
VEhiC]ES. s udshdn Bnda s 3 e 1,085 [ 1001-1 1,08,6001- it
12.Send a monthly pouch to Colombo office, including keeping S Saaise Sksl ek 2 e 10,848, | 20(| | 2,16,960/-
fnll records of pouch contents. ki = 1,32,668 | 153,32,660/- |

13.Receive visitors to the office in a polite and helpful way.
14.Assisting in any other duties that may be assigned.

Bbs SisLa|mio Gaubaiai't Guadp ufiap s g, 53,32,680/-
iU mabur T, kb £ 8 butiit
: ' nuw R akececks Ogn otated

s 2,86,28,900/- EEESFTFSOWIRT

GﬁrFLIT ;m ﬁlf.laﬂ’; i E?u:J]Lu_l_ e B

vl 7 050361-8-85
Wb RE6T 6 TS G&ﬁ(lg‘,‘jl.l’lﬁ"‘lu-l@i}.', G 7051 922-7-00
- 7055596-4-43
. 7056529-8-63
- 7056284-8-11
7051598-0-11
7051094-6-98

Application should be sent under registered ;
cover to reach on or before 27" June 2005.to; *
Branch Executive Officer,
Sri Lanka Red Cross Society,
Jaffna District Branch,
No.73, Kandy Road, Jaffna.

(C/43516) (24)

Ba. 3% Gowd sicslisd off Gomnamindly, Gstpby 3.
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INFORMATION TECHNOLOGY PARK
Jaffna, Sri Lanka,

Under the purview of the

Ministry of Agricultural Marketing Development, Co-operative
Development, Hindu Affairs and Assisting Education and

Vocational Training.
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(_Diploma Courses )

* Dip.In MS-Office

* Dip.In Desktop Publishing

* Dip.In Hardware Technology

* Dip.in Computer Programming

(_ Certificate Courses

*MS-Access *MS-Excel
*CorelDRAW * AutoCAD
* Java *QOracle

Q.upn PJIf;mLI_'lu l'-:n;.mi"l (15 GUAT LDIT 16 GoucHar (yony

Sspw oLy pridsTte ambprdr pipagnb
dddavs auplaabnpubdaen, rrmisapeL Spuwttas
wmbpianb apeob Mpoard Ao angrisaid Goonord
seomb, @z San.lyd asmiurer Afdmssmar BRI
ah afwgoapuld, sopbs asamald apriestomb,

Level 6/ East Tower/1Q, WORLD TRADE CENTER, COLOMBO - 01,
I-I‘I'lllll fppw!ﬁlankahollnﬂ um thlmlwww.!pm org

Workshops |

INIEETTAR | * MS-Word
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* PC Maintenance & Repairs
* Typesetting & Graphic Designing

(" On-Line Classes )

* Dip.In PC Application & Office Management
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