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SDC-Swiss Agency for Development and Cooperation is a government organization of
the Swiss Ministry of Foreign Affairs. We are looking for a suitable candidate for the fol-
lowing position in Field office Jaffna.

RECEPTIONIST

The ideal candidate should have completed G.C.E A/L with 3 passes withminimum three
years experience in similar positionin an INGO/ NGO 3

Main duties and responsibilites:

® Providing welcome service

s  Telephone switchboard operating

e  Keeping and updating of various office records

e  Handling pettycash
Other requirements

High level of fluency in both English and Tamil
Strong organisational skills, ability to interact effectively with international and
national personnel
Excellent computer skills;, including expertise in MS Word, Excell and Out look
Exeellent people interaction skills and a demonstrated ability to support a team
effectively
Ability to work independantly and as part of a team !
Appointment will be one year contract, renewable
Attractive and negotiable salary with medical benifits awaits the right Lan(lldate

Please send your application with the cover letter and expeeted salary within 10 days to:
Swiss Agency for Development and Cooperation

521/11 Point Pedro Road,

Nallur,Jaffna.

Only short listed persons will be contacted

U,nited Nations Development Programme

UNDP is the UN’é global development network, advocating for change and connecting countries to knowledge, experience and resources to
help people build a better life. We are on the ground in 166 countries, working with people to find their own solutions to global and national
development challenges. As local capacity is developed, nations draw on UNDP and our wide network of pariners

Programme Manager in Colombo. 3

D|P

VACANCY

UNDP Sri Lanka has a large portfolio of programmes in Sri Lanka. A significant portion of this portfolio consists of projects which are implemented directly by UNDP
in the North and East of the country. The United Nations Development Programme Office in Jafina is looking for energetic, proactive candidate to fill a Mine Action
Officer position in Jaffna. The Mine Action officer will be responsible to the Government Agent (GA) of the Jaffna district and report directly to the UNDP Senior

’

MINE ACTION OFFICER (Duty Station -Jaffna)

Following an initial period of prientation, the duties and responsibilities of the Mine Action Officer are as follows:

The successful candidate should possess the following qualifications:

» Lead the implementation of NSCMA policies and directives at the district level.

= Provide technical advice and mine action implementation support to the GA of the Jatfna district.

» Act as the focal point for all aspects of mine action within the Jaffna district,
» Prioritize, coordinate and monitor all activities relating to mine and UXO surveys; marking, tasking, clearance, quality assurance/

control, completion certification and MRE quality assurance activities.

* Supervise Information Management System for Mine Action (IMSMA) data entry and the preparation of reports to the Sri Lanka

government, UNDP and other stakeholders.
« Lead strategic planning by the Jaffna DMAO.

« Support on-going General Mine Action Assessments (GMAA) and other assessments carried out by the Jaffna DIgAD
« Lisise with the SLA, demining operators and the government agencies, UN agencies and NGOs involved in mine action and

resettiement.

» Supervise the Jaffna DMAO staff, including the Administrative & Finance Assistant, the Operations Officer and the QA Team Leader.
= Any other duties agreed upon with the Sri Lanka government, the UNDP Project Otfice and the UNDP Mine Action Technical Advisor,

For full terms of reference please go to the UNDP Sri Lanka website (check “vac‘ancies”) http:/fwww.undp.lk

» A Master's degree from a recognized university. An equivalent
combination of education and relevant work experience will be
considered in the absence of a Master's degree.

= Aminimum 03 years experience in programme/project management,
including work-plan preparation, activity implementation, performance
monitoring and reporting.

+ At least two years Mine Action experience. Equivalent technical expertise
may be considered in the absence of Mine Action experience,

« Excellent verbal and written knowledge of English with the abiffty to
communicate eﬁe::twely in Tamil/Sinhala

» Working knowledge of email and internet use, word- processmg and
spreadsheet/database management.

This position offers an attractive remuneration package. Subject to medical clearance, the appointment will initially be for a period of one year, with potential for
renewal. ‘Qualified female candidates are encouraged to apply. Qualified candidates are invited to send an updated CV containing detailed educational and profes-
sional qualifications and work experience with the names of two non related referees and a contact telephone number during working hours, by Wednesday 15"
October 2008. The envelope should be marked clearly with the posit IQ[‘I_\_JQ_CET'ICV gpnlled for on the top Ieﬂ _hand corner. Applrcations shauld be forwarded to the Head
of Office, United Nations Development Programme, 121, il o ‘ T
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