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Vacancy Announcements,

:
i

e . Positions : “Administrative Officer” - 01 Position
L E‘m”m ol 9‘@“ e “Gender Economic Empowerment Coordinator” - 02 Positions
(et 6T BE0[Hg)  Location : Station - Vavuniya and covering Northern District.
Q\eLITE0TL_GBIIT. Contract  Fixed Term Appointment

BUIED QUG i
e O Oa Requirements for “Administrative Officer”:

T

fAwed  FfHwums
L 633*‘-560361“5531“@5593 +  Degree or Diploma in Hurnan Resaurce management or Office administration.

§55@& CenafllGus =
Savibs Bundle

Minimumfive (5) years previous work experience in office administration and HR
: related duties.
.+ Excellentwritten and oral communication skills in English, Tamil / Sinhala,

SRR

UL L. o myl i : : ; . g
UJLf ; {D{ . .+ Capable of operating various office equipment lke fax machines, scanners,
erraer  pNGHr | leleptiones, et o
et _L_”’mr’_@‘_’nfﬁ * Prepare and modify documents including correspondence, reports, drafts, minutes, §
BIP& S &l 6 @ 6 memos and emails, maintaining employee files and the HR fling system '

GerGuw  Banbgl
1L SGEILLC LG
BEHID 2_ETETLIR |
GhemmernT. Seur |
GHET 60 6O GU 60T
upb Guyeneiufed)
ik @euefl |
Guarbm Geuesor(BLD.
DG [HLe
(pemmaber B L
GBeT  Gnl L Gded |
(AP6iT snEUESILIL %
Léor.

Guuenenuiereny
@ret IDmhm Gealer
(Bo? ommlus (Nedr
QT Grerenr Qalin)

i * Represents the organization by planning, coordinating andlor participating in ©
£ meelings, seminars, workshops, conferences, and fraining sessions or related
activities.

Experienced in Programme planning, reporting and proposal wrifing.

S
-

Requirements for “Gender Economic Empowerment Coordinator”;

sl

Degree or Diploma in Social Science or equivalent knowledge in the field.

Minimumfive (5) yearsprevious work experience in UNINGO Sactor,

* Excellent written and oral communication skils in Engfish, Tamit/ Sinhala,

*  Develop and maintain effective partnership with various stakeholders at national
and local levels for delivery of the Gender Economic Empowerment programme,

*  Mobilization and capable working with Women's Organizations.

. * Partnership Development and Resource Mabiization,

~ » Experienced in Programme planning, reporting, proposal writing and Monitoring &
Evaluaion. -

*  Staff Management and Capacity Building.

+ Experience in strengtheninglocal organizations with Microfinance operations.

s

s

S

Salary: Not less than LKR 35, 000.00 (It can be negotiable). 1

Covewr(Bo? 14h |
B erenOlaeier | .
efl_wirbimetr Guop | Howto Apply: ?

; x 2 . Please send your application
QlameremliuLe | To: s

Geauenr(bo erediLigy Chairperson
2 erafll L efl RAHAMA.
W Ihl & e 6T & & No60its,

<& copy to; rahzma o

i

Q& Teir L& Irer - Sinthamany Pillaiyar Kovil View,

Sl enes &p &) Vavuniya.

slmflgsiin eeir | Closing date for application; 23" January, 2015

6118 eTeiTmiLD Qgifl

efldsentin L gy, ] “Women are encouraged to apply”

Gurena 2 mi] i “Only short listed candidates will be contacted,” §
Gerreser Usell .
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