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VACANCY ANNOUNCEMENTS e

The HALO Trust is a non-political and non-religious registered HQJ;TO

British charity which removes land mines and other explosive

remnants of war. HALO works in 25 countries and territorics globally and has

worked in Sri Lanka since 2002 with offices in Kilinochchi, Jaffna, and

Colombo.

HALO is seeking hard working candidates for two vacancics as listed below.

All applications must be submitted no later than Wednesday 17th

June 2020. Only successful candidates will be contacted. For further infor

mation on any of the roles advertised, please contact 021 228 5466. HALO

encourages applicants from all backgrounds to apply, particularly female
candidates for all roles.

HR MANAGER, KILINOCHCHI

Based at HALO’s Kilinochchi office, the Human Resources (HR) Manager
will provide HR and administrative oversight to our busy administrative team.
Responsibilities will include: dealing with staffing issues in cooperation with
the Office Manager, assisting with the organisation and recording of staff
recruitment, and other requirements as needed to support all personnel and
administrative functions of the office.

Essential: good command of English, excellent working knowledge of
Microsoft Office (especially Word and Excel), excellent organisational skills,
minimum 5 years” work experience.

Desirable: mmimum 3 years’ experience working in a similar HR role.

Candidates who do not have at least 5 years” work experience should not
apply. Interested candidates should submit their CV and a letter explaining
their suitability for the post in English to: hr@halosrilanka.org or to The
HALO Trust, 450 Thirunagar West Road, Kilinochchi.

DATA ENTRY OFFICER, KILINOCHCHI

Based at HALO’s Kilinochchi office, the Data Entry Officer will provide
support to our busy logistics team with demining equipment and fleet stores.
Responsibilities will include: populating a database with information regard-
ing purchases and stock, maintaining files relating to purchasing and stock
control, issuing items from the stores, providing reports as requested by senior
managemeni.

Essential: good command of English, excellent working knowledge of
Microsoft Office (especially Excel and Access), excellent organizational
skills, minimum 2 years’ work experience.

Desirable: 2 vears’ experience working in a similar data entry role.

Interested candidates should submit their CV and a letter explaining
their suitability for the post in English to: hr@halosrilanka.org or to
The HALO Trust, 450 Thirunagar West Road, Kilinochchi.
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