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VACANCY

|1. Secretary

|| To work in full partnership with Caritas Office Manager in Program Activities. The |f

Il post holder will have to undertake the following activities.

Il * Advanced computer skills in Excel (Spreadsheet, Database Management Word

t

|

Base Station: Jaffna
Main Duties:

The post holder reports directly to the DII’LL[OI of Caritas -
office Manager.

Assists the Management on all secretarial duties & programmatic matters compilation
of beneficiaries’ data (livelihood, housing and micro-finance), drafting letters indepen-

dently etc.
Translate documents to Tamil or English

* Prepare the minutes of weekly Coordination Planning Meetings.
* Maintain Address lists and contact numbers of national and international staff and
other essential telephone numbers of organizations. hotels and services useful for

the programme.

Assist the Senior Construction Managers in correspondence, reporting. letter drafting
or contracts to the finance manager with external organizations, governments, banks,

supplier’s beneficiary groups, including the related E-mail. .

| 2. Documentation Officer

Base Station: Jaffha
Main Duties: 5

* Should be able to prepare narrative and statistical reports independently
* Knowledge on the maintenance of the Database would earn additional points
Able to write case stories reflecting the main fact of the programme

*
* Taking minutes of the meeting
*

Collection of statistics from GOs, NGOs and relevant Institutions and Company

| Requirements:

* Good command of English
* Should have Secretariat / Administrative background.

(reporting, graphs)& Internet e-mail.
* Ability to work independently.
* Excellent analytical skills.

* Good team player.

: N = Ja 5 pon . i < . : 1
Caritas-Hudec recruits qualified individuals without distinction of ethnic background. |

religion or gender.

If you would like to be a part of a dedicated team in a humanitarian contexi, please
send us your CV & motivation letter including your contact no. & minimal two

references to the following address, latest by
| 15" February 2008,

Fr. C. G Jeyakumar,
Director
Caritas-Hudec,

Hudec -Jaffna & the
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