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7/1_3._:[1Iﬂf"lll'a’JT (0I5 D, sEaI: 0777 246222, 5 i COOPERAT'ON I
TR0 d WEDDHBID DPAITH BENATSIDASAT| I _ :
@@Tm 2 m_rfl..]‘_]jl__m___r_)_zﬂ__ i j The German Technical Cooperation (GTZ) assisted Northern Rehabilitation
— e . lem'! ] Project (NRP), Rehabi. .on of Economic Social Infrastructure Project (REPSI) |

J is working in the Nortt .nu Eastin conjunction with the Sri Lankan Government |
! counterparts at distric, divisional and-community level providing support atl
'Regionai and National level particularly in development planning. REPSI is
Icurrenﬂy planning a more strategic regional approach generating synergies

petween supported projects operational in the North and the East.

=

| GTZ seeks to recruit a suitable qualified Female for the position of

b

i
i RECEPTIONIST / TELEPHONE OPERATOR — JAFFNA

& Receive visitors in a courteous and welcoming manner

& Perform general receptionist duties and ensure the Reception Area is
welcoming, safe and well organised

< Types a variety of correspondence, reports and other official documents

& Answer the telephone and direct callers to the correct person or deal with

routine requests directly

Maintain staff attendance sheet and staff movement register

Assist the management in general administration duties

Assist in logistical support when necessary

Perform secretarial duties if and when required

-
“we

-
L]

-
L]

-,
-,
X

lQUALIFICATIONS REQUIRED:
Ieducation : Completion of GCE A/L

] Skills and Conipetencies: Cheerful, poised manner and presentation, both |

in person and on the telephone. Excellent interpersonal skills and customer |
lservice skills. Self starter capable of multi-tasking and being a team player. I
IFIexible and ‘can do’ attitude. Excellent knowledge of MS Office.

lE';xpe rience: 1-2 years experience in a similar capacity. Experience working for
an International Organisation advantageous.

ILanguage: Fluency in Englisi: « 4 Tamil. Ability to converse in Sinhala will be

lan advantage.
|
JAge: Less than 25 years.

:Interested candidates should submit their CV with an accompanying hand written
letter of application, including contact details, to.

lSenior Office Manager,

|GTZ — REPSI/ NRP

No.17, Kandy Road,

|Jaffna.

FldﬁjnﬂER THAN 23rd JULY, 2007.
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