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X, Vacancy Notice

| EAppointmcnt: - Immediate

% 13’ Salary: - Rs. 16, 400.00 + other benefits
Sri Lanka Red Cross Society, Jaffna branch seeking an
outstanding talented person with good communication skills
and pleasant reception qualities for this position. Interested
candidates are encouraged to send their application with CV}
to: Branch Executive Officer, No: 73, Kandy road, Jaffna on¥
or before 18" September, 2010.
Required qualification:-
Passed in Advance Level (GCE A/L)/ Diploma in Office
Administration/ management and/ or at least 3 years of
experience in relevant field
Knowledge, Skills and Abilities:-
* Computer literate
* Good writing, analytical and problem solving skills.
* Knowledge of principles and practices of organization,
planning, records management
* Experience in general administration.
* Ability to communicate effectively in trilingual
*Ability to operate standard office equipment, including but not
limited to, computers, Telephone systems, calculators, copiers
and facsimile machine
*Ability to follow oral and written instructions and an
innovative team player
*Knowledge about Red Cross movement

Position: - Management Assistant

Employment: - Contract basis

0778098592,
0214910436( Office)

533, sonrened 4, @rrerelien oL,
(syfu@emd s585E SimE0) wmpLILTeRTL.
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Dip. in Information Technology (DIiTEC)
Dip. in Web Engineering (DiWE)

Dip. in Bussiness Management (DiBM)
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