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Danish Demining Group

VACANCY NOTICE
Post Title: Administrative Assistant
Duty Station: Jaffna

Major Duiies and Responsibilities:

*Answering phone calls

*Covering the Demining Operations
Maintain the log sheets
Maintain the Accident reports

*Collection, analysis and presentation of information for all
operational areas. (Mine field)

*Handling the files.

*Updating Human resources database.

*Perform any other duties as required.

Educational Background:

*Bachelor’s Degree or Secondary Education with a eredit or
distinction passes in English.

*Experience in the use of computer applications, and be able to
type Tamil and English.

*Should be able to work independently.

* Ability to work in an international environment. .

Language Requirements:
Excellent command of English, the working language of the duty
station, both oral and written.

‘How to apply:

Duly filled Applications should be sent under registered cover to
reach the Administrator, Danish Demming Group, 18/10, Wyman
Road, Jaffna.

Closing Date: Monday 15" October 2005.

Women are encouraged to apply.
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1. POST OF CIVIL ENGINEER (01 Position)
* Should possess B.Sc. degree in Civil Engineering

* Good communication and interpretational skill &
Knowledge in Ms Office, and also Knowledge in M-project
& Autocad would be considered as an added advantage
* High level proficiency in written and spoken English
* Ability to function effectively in a team environment

* Preferably one with not less than five years experience
in building Construction.

Duty station - Jaffna.

Duration- Initial appointment will be for one year with

a possibility of extension.

(AGhET)

Remuneration - Negotiable,
Please send the letter of application with a complete CV
to SDC Field Office, 521/11, PointPedro Road,
Nallur, Jaffna on or before the 10th of October 2005.
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