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PROGRAM OFFICER

JAFFNA/ SRI LANKA
An international NGO based in Colombo is secking an experienced Program
Officer to work in Jaffna and invites applications from suitably qualified
persons for the above post.

The primary responsibility of this position is to provide program and
administrative support for the activities being implemented by the
Organization, and other partner organizations in Jaffna.

Responsibilities:

« Assist in the implementation of existing program activities, development
of new program activitics, and the monitoring & reporting including
facilitating and providing technical assistance for work related to GBV,
labor rights and labor migration;

« Promote interaction among partners to develop policies related to' GBV,
labor rights and labor migration:

« Coordinate payments and reimbursements of expendlture to program

partners;
« Assist in the proper management of Jaffna office opcratlons (interface
with the Country Office for efficient administration, logistics

management, and accounting/ recordkeeping of program activities);
« Assist with the preparation of program plans and budgets:
« Assist in information gathering and compilation of the monthly report and
other reporting requirements of the organization and funders;
« Assist in organizing seminars and conferences.

.

Requirements:

« University degree social sciences or any other field is preferred;

. 2 years’ experience in program designing and implementation and in
working with trade unions, civil society bodies and/or NGOs;

« Experience in handling administrative work, including writing reports,
planning and coordinating program work of project partners;

+ Knowledge of IT, computer programs including MS Office;

« Fluency in English and Tamil;

« Good communication and interpersonal skills;

« Ability to work both independently and collaboratively as part of a
team;

« Flexible and willing to travel.

Remuneration will depend on qualifications and experience.

Your application should include an introductory letter explaining how
your previous work experience will cnable you to meet the requirements
of the post and bio-data with two non-related references. -

Please e-mail/fax your application on or before December 20, 2019.

E-mail address: program srilanka@ yahoo.com or Fax No: 112366543

(S 29788)52,17)
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