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Suitable candidate contacts our office with the CV before 38/07/2020

MEDCON Pvt Ltd, 171 1
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Acapunciure, Acapressure, Auriculotherapy. Energy
Medicine, Yoga Therapy, Varma Therapy, Moxibustion
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IMMEDIATE

Vacancy for Admin cum Account officer
Eligibility requircment '
» GCE A/L scienice ‘commerce stream
* Computer litéracy MSoffice
~+Working experience in same Job is added advantage

« Experience is quick book awounl package is added advantage
» Salary negotiable
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oo ~ Vacancy - Jafina

We are a UK software development company specialising in international proj-
ects. Unicom SD aims to be Sri Lanka's No.1 software solution provider offering
world class products, quality and service.

Office Manager

W | el et e [T —
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advi@uthayan.com,
021493 1111
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Job Role

« Ensuring staff members follow company policies and procedures.

« Seeking outstanding talent in the IT sector to join the Unicom team.

« Shortlist CV's and conduct initial interviews.

= Manage daily HR related activities in the organisation.

+ Manage the administrative work both at the office and remote working when applicable.

Requirements

« Fully/ Part qualified in HR/ Administration or equivalent qualification will be an added ad-
vantage

= Ability to work under minimum supervision & capability to perform under pressure
Excellent communication skills (Writing, Verbal) in English is a must.

Excellent interpersonal, leadership, coaching, and conflict resolution skills.

Commitment in providing exceptional support to staff members.

High Degree in Computer literacy

« Retired office administration officers are also encouraged to apply

L T

The ideal candidate will receive an attractive remuneration package and career
development opportunities

If you are interested, please submit your resume to, Jobs@unicomtechnology.co.uk

T.P.: 021 221 4241

mentioning the position applied for in the subject line.
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