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KNOWLEDGE MANAGEMENT SYSTEMS

Leading educational consultants and training providers

Diadem DSM e

Trusted educational consultants with 11 years experience. Your Success is our Passion
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o e VACANCY NOTICE

_’_ Office, 35 Balapokuna Road, Kirulapone, Colombo 5, Tel. 2768555

- 05-07-2009 D_ZU163T —f—

&G 11

unite for :
M (| children

UNIEEF Sri Lanka, Country Office, invites applications from quallfled nationals of the Republic of Sri
Lanka for the following post.

PostTitle ' WarehouseAssistant VINo : HRO09/07-01
Level -t (GS4 (Temporary Appointment) Duration : 06 months
Duty Station ¢ Vavuniya Closing Date : 11 July 2009

Purpose of the Post:
Under the guidance of the Supply & Logistics Assistant, provides support for overall receipt, storage of
supplies and equipment into UNICEF Warehouse in Vavuniya.

Major Duties and Responsibilities:

* Ensure timely capture and transmission of logistics monitoring information, stock levels and distribution
status to the logistics focal point at the zonal and central level.

 Follow up and maintain appropriate classification and shelving of supplies inside the warehouse,
including stock cards for each line item. Conduct periodic physical checks for all supplies in stock.
Assist in arranging the receipt of supplies and prepare receipt confirmation for each shipment.

» Compile distribution.requests from stores requisitions information with packing lists for supplies issued
out of the warehouse.

* Make primary data entry of PGM, Purchase Order and Packing List information on tracking sheet for
record keeping of supply movement. Prepare and update consolidated weekly Warehouse stock report.

* Carry out day to day administrative tasks to ensure warehouse-handling equipment and utility services
are functional. In cooperationwith guards maintain the security needs for the warehouse.

 Maintain the monthly attendance reports and filing system for all documents related to UNICEF
warehouse. Translate bills for supplies procured under petty cash and make them ready to be

reimbursed.
L M

* Provide back up support to the Logistics Assistant during absence and any other duties assigned by :
supervisor.

Minimum Qualifications and Experience Required:
L]
« GCE Advance level, supplemented by cqurses in store keeping.
» 2-3years of working experience in store keeping.

« Good knowledge of warehouse management with experience in developing and managing warehouse
or inventory information management systems.

Language:
+ Fluency in English and atleast one local language (Sinhala/Tamil) is required.

Specialized Training/Other Skills/Competencies:
« Ability to prioritise and organise work assignments.

< * Apositive and pleasant disposition towards work responsibility.
« Timely disposition to the tasks assigned.
» Proven ability to work both independently and as part of a team.

« Work harmoniously with colleagues and assist staff in the unit during peak loads, and in the absence
of staff.

Computer skills, including strong proficiency in Excel office application.

« Demonstrated ability to work in a multicultural environment and establish harmonious and effective
working relationships, both within and outside the organization

An attractive salary will be offered to the selected candidate depending on qualifications and experience,
plus a child allowance, if applicable. All emoluments are tax-free

Those who possess the required qualifications and wish to apply to the above post, must submit an
application inclading 1) cever letter, 2) CV, 3) duly completed and signed Personal History Form (P.11),
4) copies of most relevant academic qualification, and for UN candidates, 5) the last 2 Performance
Evaluation Reports (PER) by specifying the Vacancy Notice number (V/No) _ either by email to
srilankahrvacancies@unicef.org or by postal mail addressed it to the Human Resources Specialist, under
Confidential, cover by 11 July 2009.

~ The P.11 can be downloaded from the following link
http www.unicef.org/about/employ/index_apply.html or obtained at the reception of our Head

'UNICEF is committed to gender equality in its mandate and its staff
'UNICEF is a non-smoking working environment.'
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Those Interested May Contact Us
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6Sle0 SoiEug ) QULL Web Designing 5 Stenci!Cufﬁng
aUuL L e, Serar(Hi Kids Programme|| ‘@ *& ||Stanming
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el 3G weref] AutoCAD ® ::clﬁ iy
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a1 RUUM &S MBm SN} S BneliGHIBIIEG. .. |
L (B) &l trm evr - ; omputer Academy
TSI, (é“‘i) Station Road, Kondavil. T.P: 021-4590291

UPS
E Techcom 650 W

E DCP 650 W

Intex 600 W

| Panora 600 W

| Power Tree 850 w
MONITOR LCD

I AOC Topview 15"

| Prolink 16"

| Viewsonic ! Samsung 17"
| View / Samsung 19"

i Er'n.risu:mr Pmnnk 22"

I uorm BOARD

3900/-
asn0- §
4400~ § “m
4600/~ |

4750/ |

10800/~ |

11000/- |
13500/~ |
17900/- |
24500/- |

5000/- §

| MSt 945 2
| 2in 1 Processor with Board 6750/ fups prAYER
| Asrock G 31 5700/-

| *2GB * Display
* MP3 = FM
* Voice Record

5700/~
5800/-
5900/
Intel DGGT 7750/~

| DVD WRITTER

CD Writter
Combo'S8amsung

LG DVD Writter 3250/-
| Samsung DVD Writter 3250/~
| Asus I._Ighlscrlbe DVD Wnlﬁﬂr SQOUJ’-

POWER SUPPLY
f Inlex 400 W

| Techcom 450 W

| Techcom 500 W

| Foxconn Ga1

2000/-
2750/

1300/
1450/~
1550/~

’Ml‘ MUSIC WORLPD &

(@7 COMPUTERS

141 B, veunet) b, qusibant s e5d, MpapadGad.
agemabud/sudd: OB] B22 6504

(@niy, Piipenp Sardisal gub dnddedad)

COMPUTER

FM Modulator

990/-

{for Vechicle use)

P 3750, 4560/- 43

D€AL Branded PC

* DVD Writter

+ Dell Optical Mouse
+ External USB Floppy Disk Drive
+ Dell 19" LCD Monitor

69000/-

* Stock Available

ACCESSORIES

k TV Card Intemal |
Cobo Box 2750/-

| LCD Combo Box 4600/- 1
k VGA Card 512 MB PCI Exprass 5250/~ |
| Sound Card 850/ |
§ Keyboard 500/~
8 Optical Mouse 350/~

| Speaker 550/
| Modem 56 K 880/~ |
Webcam 1200/~
I PRINTER

¢ HP D1580 Caolour

2700/~ |

TABLE |
2900/-

3900/-

4500/ |

{ Cannon IP1980 Colour  5250/-
K | Kyocera FS820 Laserjet 13500/ |
| MP4 PLAYER K | HF‘ 1005 LEBEI’]"'“ e 135.300_."-
fe2G8 » MP4 HARD DISK _
{ o MP3 120 GB SATA 4800/ |
! & Vioice Record 160 GB SATA 5400/ |
{ g 250 GB SATA 5600/-
32Q,GB SATA 6500/-
500GBSATA _ 8200 |
SCANNER
Musteck 1248 LIEI 27500- |
+ Core 2 Duo 2.8 Ghz E‘:"‘é‘g: s e
«DDR 112 GB RAM il e L : h
+ 160 GB Hard Disk RAM |
5D Ram 256 MB 1000/~ §
- 10“00“000 Ether- DDR | 512 MB 2a60/- o
® net LAN
DOR 11 512 MB 1200/-
N Reyond DOR 11 1.GB 1700/-
DDRI]ZGB 31JO—
CASING {Aﬂ Brands) f
Casing Black without Power Supply 1500/- §
ATX Casing with Power Supply |
2,750/~ 3

* Warranty Value 1-3 years

_ Gaiswev ouminning |
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