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IOM International Qrganization for Migration QIS&ET B

_ e Qewgluilen gl
Worldwide, I0M has aver 250 affices and 5,000 staff focused on assisting migrants, governments and other ueoL 6 gwn

stakeholders to address migration issues. 10M opened its mission in Colombo in May 2002 and currently sULL [DsTer @lj
operates 10 field offices throughout the country warking with tsunami and confiict-affected populations. LA D e QEBUL.D

ADMINISTRATIVE & FINANCE ASSISTANT - JAFFNA g =S ou “56%' :

LI(HLOLIMEYILD eleui(@

: girsglester Sy

Vacancy Notice No:  42-08-07 nisem e Cut &L
Salary: Rs 41,172 - Rs. 54,361 per month*+ Hazard pay (Rs. 952 per working day) L@ :ﬂp

: : HL_h %Iesnﬂm_

Under the overall supenvision of the Resotrce Management Officer of the International Organization for ; asnevgdley enpedil

Migration in S Lanka and direct supenvision of the Head of Gffice-Jaffna the incumbient wall be resporsible for 'h) @G Lmiom

the administrative and financial management of the I0M Sub-office in Jaffna, In particilar, she/li- | LOESET SUIT(LPLD U@g@

: : ; : . uflev @ b sm_

1. Assist in planning, directing and coordinating the administrative and financial services. L Ol L e s W

2, Assist in the development of effective project monitaring mechanisms and supparting docurme tation for
Egﬁ?ﬁ?sﬂks&mnta In particular, verify Invoices and documents subnitted by supglisrs and service e Slsngiemeu

3. Maintain the cash fiow of the Jaffina field office; Process approved cash / cheque paymets spms Clanesni(B) S
4. Ensure that the local administrative procedures are in place and followed in accordanice with the Ll E'G_g’g{"“ﬁm
. Organization’s regulations arid progedures, e oL ISt

bipg 14 guilybd

5. Assist with recruitment, retention, prometion and separation of local staff; Train local staff in the area of _UULLL &L
administration and finance. LU dleo LG
6. Liaise with the relévant departments in Colombo with regard to finandal, administrative and procurement ] Woda6 @G (Lpsot
activities. Slearlui_b &8
7. Provide regular finanaal reports with regard to the Jaffna field office ma‘n‘ru_lm unngaa;rq

WITGEUTSEN 61601

] G L u
Desirable Qualifications: m@-m@viﬂ%n< :
« Education/Training: University Degree, preferably in Business Administration, Accounting, or an

equivalent combination of training and experience, Professional cedification as a chartered accountant or (lé‘-ﬁi‘ll_lﬂ'l-h‘lﬂ'?’.h‘li’:ﬁ\}
as a certified public accourtant will be an asset. UNTHILTHRNAT
» Experience: Minimum 3 years of relevant professional experience in a similar setting and capadity. G &1 60 65 evET

and communication =kills; Thorough knowledge of English and Tamil U Can & 1A
Q&G LIL L (Lp6bT
Women with the above qualifications are encouraged to appiy uerefl  gydfiwm

“Remuneration will depend on Qualifications and experience : ) & @fﬁ o e & el
F7s Sevsll Gk

Method of Application: Please submit your Curriculuim Vitae and application letter including two nonwrelated | SUULL g

wiork referees to the attention of: G su 80 6m 6BUT LI
Hurnan Resources Departnent difley un_enemey
International Organization for Migration L !D}‘ﬂ fé 0 UL 6T
1 Police Park Place TTel & (h& H|HS 6N
Colombo 5 QUPEIGLILIL L 6.
. 14l rﬁ efleojeiren (e

nsmanka.ced; website: yaswiarm.int . Liserfl  wmemTeUNT

FEHEE UDLIDE,
upgnilens eemu
ﬂFfG}.{LD G}_IEPTELIE)LJI.JL_

Closing Date: Sunday the 19'" August 2007 (Plemsmien, (202-160)

Please note that only the shart listed candidates will ba notified.

LDEO"IS}{ EL : i m-a‘cr'lal
15.05.1916 | ' ] 30.11.1925
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« Skills: Good level of computer literacy; Ability to draft reports dearly and concisely; Exc.,lienr interpersonal Glu N&IF S&SHISIrL -

11-08-2007
Jafing Head ¢ffica & anch office
N 135 Ne 14T,
Siiamblyaci Lene Kexsthuriyir 04

(ol Stanty Rd.j {Napar Uthayon
021222 6250 Puslication)

0777 222423 Jofing.

- mjnm&@mn‘iasm

Diploma in Hardware fnomeenncr

% Assembling ® Upgrading % Troublcshooting % Fault Finding + Repairing
& Servicing € Software Installation @ Configuring < Networkang  Eio..

Course Fee 2000 5

FDlplo ma in Computerized Accoun tint'j \

ACCPAC + Quick Books Premier + MYOB .y &u qpeirnen
Accounting Software s er‘f?gz.m.m SOLIGS L LGID,

algs? ourse Fae  3500/=
Diploma in Video "\«’]mmgﬁ
& lntroduction w'Computer # Giperitg Svsion | ditermer ) .
@ Adobe Photoshopn & Adobe I"| A e

} VU Akt Course Few @
Dlploma in Gl‘dpth De51gmncr
> lntreduction to O ampiier H"Ll it SystemWn o 1t R
< Adobe Photoshop < Corel D Ln.u D Suhir

U
CF @ VILIT HL I
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