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CARE INTERNATIONAL- SRI LANKA
CARE International Sri Lanka is an INGO actively
involved in addressing issues of social marginalization
throughout the country. It implements a diverse porifolio
_of programmes in Peace Building & Reconciliation,
; " Capacity Building, Gender Power Relations, Micro

"8 %e» Finance, Agricultural Development, Business
Development, and Water Resources Management,
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We seek the services of a qualified, proactive, and self-motivated individual to
join our team in the Post Tsunami Development & Rehabilitation Project in
Jaffna.

: gruserred QupLLLL sLaflér (el uGSmwujd 21 Cer Cleg)ss @pigureii

ADMINISTRATION OFFICER - JAFFNA Léd sLab@hu il geuyb s_eafisr @@ uGHemunyb (aur.500/-) QeisHls

The incumbent will be responsible for overall premises management, safety of
all material resources, creating & maintaining a database and liaising with
relevant external agencies, supervision of staff, handling of CARE leases &
asset management, producing analytical reports on operational consumption
of the Area Office, providing logistical support to the programme, fleet
management & maintenance.

A diploma/professional qualification from a recognized institute in a related field
of study with 03 years’ experience in a similar capacity is required. The position
requires a proven track record in managing admin istrative aspects as well as good
written and oral communication & presentation skills in English. Proficiency in
Sinhala and/or Tamil is desirable. Applicants should have planning, analytical,
inter-personal skills and be computer literate.

The position is Jaffna based with occasional field travel, and the
appointment will be on renewable Contract basis.

Suitably qualified candidates are encouraged to apply with contact details of
three non-related referees within 10 days of this advertisement. The post
applied for should be indicated on the top left-hand corner of the enyvelope. We
thank all applicants, but only the short-listed candidates will be notified.

Women are highly encouraged to apply.

CARE is an equal opportunity employer
Project Director
CARE INTERNATIONAL SRI LANKA
Jaffna Area Office
15, Kandy Road,
Jaffna
Email: hrd@eare.lk

Canvassing will be an immediate disqialification.
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