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Personal Assistant

We are Currently Looking PA With Advance Level Education
Has Good English Reading and Letter
Drafting Skills and Can Travel Locally and International. Age
Unimportant. Salary Negotiable.
If You meet our essential eriteria and re Looking For a Role in
a Productive Team Where You Can Make a Real l)ltkruuc
Please Submit Your Application To

advt no - 4492
' ¢/o Uthayan
No. 361 Kasthurivar Road, Jaffna.
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24 11[*[cA Vacancy Announcement

saves lives builds futures Logistics Assistant

Vavuniya / Mannar (contract Position]

MAG is a not-for-profit organization clearing landmines, unexploded ordnance (UXO) and other remnants of
conflict for the benefit of communities worldwide.

MAG is seeking to recruit a suitably qualified individual for the position of Logistics Assistant to become an
integral part of our logistics team at our Central Operating Base in Vavuniya. To be considered for this post,
you need to demonstrate competency in the following criteria.

A full job description is available upon request.
Application Deadline: 5:00 pm Monday, 31 March 2014.

We thank all applicants, but only those short-listed will be contacted. This post is on a fixed term contract
basis, with possibility of renewal subject to donor funding. MAG is an equal oppertunities employer.

Competent with computer applications, particularly Word, Excel and Email (Outlook)

e Knowledge of supply chain practices — including purchase requests, purchase orders, goods = *
delivery notices.
Effectively work with MAG’s suppliers for the timely delivery of quality goods and serwces
Verbal and written English communication skills essential.
Accurate bookkeeping and administration skills and be able to complete documentation in English.
A valid driver’s license - heavy vehicle qualified would be preferable.
Adaptable and flexible approach to work, and the ability to work well in a team in a very busy
environment.

Salary will be based upon the MAG Salary <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>