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Vacancy @ Jaffna

Leading Higher Education Institute (Private Campus)
Seeks suitable candidate to following Vacancies

1. I!ecephomsl (Female)

¢ Should have a pleasant and outgoing personality

¢ Should have good English Speaklng skills and good
communication skills.

* Willing to work as team member

¢ Should have very good interpersonal and public relation
skills.

¢ Experience in a similer position would be an added
advantage

2. Student counsellor
¢ Recruitment of student to collage
¢ Processing aplications, Facilitating admission & Studant

enrolment.
_ ¢ Implimenting marketing stretagies to promote the collage

¢ Developing and maintaning relationships with career advisors of
schools & institutes encaging with prospective with students.

¢ Participate in recruitment activities such as education exhibition
open days & information sessions.

¢ Assiting with the development & implementation of subsequent
sales and marketing plans ;

¢ Experience in a similar position would be an added advantage.
Demonstrated success in achieving recruitment targets with a
strong commitmant to excellence in customer service

3. Admin Assistant ;
¢ Dynamic multitasking candidate with good communication skills
¢ Should be fluent in both written and spoken English
¢ Previous work experience in a similar possion would be an
added advantage
¢ Should be able to
v Work independently
+ Handle office admin work
work on MS office ptackage, Internet & E mail.
+ Handling student, Lectures documents
+ Handling lecture sheduling & fallow up

Please send your CV to : jaffnavacancy@gmail.com
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