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WORLD UNIVERSITY SERVICE OF CANADA (WUSC)
(Canadian International NGO)

WUSC is implementing the Project for Rehabilitation through Education and Training
(PRET) to provide employment oriented Vocational Training for affected women and youth
in Sri Lanka. (North, East, South and Estate.)

1. Junior Administrative Assistant — (JAA) - 01 Position.

Working Location - Jaffna
Duties & Responsibilities:
- General reception duties including maintenance of the email & mails, Fax,
Photocopier.
- Handling of sub office Petty cash
- Maintaining an up to date District Filing System.
- Make hotel reservation for the staff & prepare vehicle movement schedules.
B Maintain appropriate registers and inventories for office administration,
projects and handling the stationeries.
- Assist in organizing meetings, workshops elc.
- Coordinate with field staffand submit reports when necessary to the rezional
and District offices. x

Qualifications/Experience:
% G.C.E. A/L educational qualification or equivalent through experience-
- 3 years experience in office administrative function
- Working knowledge of English and Tamil and Sinhal a will be advantage (preferably
all three languages)

WOMEN ARE ENCOURAGED TO APPLY

2, Driver - 01 Position
Location : Jaffna

Day to day transport and support the office and project &
Proper maintenance of the vehicle.

Duties & Responsibilities-

Valid, accident free driving license and 3 to 5 Years working Experience
Fair knowledge of motor mechanism and working knowledge in English
and Tamil. (preferably with Sinhaia)

Qualification/Experience -

Internal and external candidates are invited to apply for the above positions.
Applications should be addressed to the Senior Administrative Assistant, World
University Service of Canada, Regional office, No, 30 Temple Road, Kurumankadhu,
Vavuniya , to reach on or before 05™ September , 2005. Write the name of the
position applied for. on the top left-hand corner of the envelope. Only short listed
candidates will be notified
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WORLD UNIVERSITY SERVICE OF CANADA (WUSC)

(Canadian International NGO)

WUSC is implementing the Project for Rehabilitation through Education and Training (PRET) to
provide employment oriented Vocational Training for affected women and youth in Sri Lanka (North,
East, South and Estate.)

1. District Program Officer — (DPO) - 01 Position.

Working Location - Jaffna

Duties & Responsibilities:

A) Programme Work
B) Reporting and Monitoring
C) Liaison between WUSC and PRET partners

. Good computer abilities with applications such as Word, Lotus, Excel and with
communications packages (E-mail)

Creativity and dependability

Written and verbal fluency in English and Tamil and/or Sinhala

Ability to structure and write quality, timely reports

Experience and capabilities in undertaken effective problem or programme analysis
Demonstrated commitment to gender equity and equality

Proven ability to work with people of different ethnicity and economic situations
Good problem solving or conflict resolution skills

Excellent interpersonal and communication skills. Proven team work experience
Proven ability to think strategically and creatively

Experience with participatory approaches to pogramme work including monitoring
and evaluation.

’ Proven ability to work independently and as an effective team member

. Able and willing to travel frequently throughout Sri Lanka

. Willing to be flexible in regard to hours and days of work and modes of travel used to
carry out field work

. Excellent knowledge in developing programme budgets and monitoring expenditure

. Able and willing to carry out all appointed work in a non - political, non secular and

non - discriminatory manner

\

Qualifications/Experience:

. Education to degree level in a relevant field (management, education, economics) or
equivalent

. A minimum of 2 years programme experiences, preferably with a development
organization and/or working with youth (men and women)

. Two years experience in effectively implementing and managing programme work

. Two years experience in monitoring activities and budgets

Internal and external candidates are invited to apply for the above positions.

Applications should be addressed to the Senior Administrative Assistant, World University
Service of Canada, Regional office, No; 30 Temple Road, Kurumankadhu, Vavuniya, to reach
on or before 05 September , 2005. Write the name of the position applied for, on the top left-

hand corner of the envelope. Only short listed candidates will be notified.
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