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United Nations Development Programme

The UNDP Mine Action Project, a Project of UN Support to Mine Action in Sri Lanka, has the following vacancies:

The Post of Administration and Finance Assistant (Na*°

1al Position) to be based in Jaffna.

UNITED NATIONS DEVELOPMENT PROGRAMME

Position of adiministration and Finance Assistant (National Position), JAFFNA

The duties and responsibilities of the Administration and
Finance Assistant (National Position), Jaffna are as follows:

Educational Background:

The Administration and Finance Assistant will be responsible to the Jaffna District
Mine Action Officer. Specific duties will be; The Administration and Finance
Assistant will be 1Lspnna|b e to the Mine Action Officer, Jaffna. Specific duties
w1|l be:

to suppm‘l the District Mine Action Office (DMAQ) Jaffna;

to maintain the DMAO administration and filing system and all

correspondence;

to maintain and update the inventory of all non expendable items;

to maintain administrative control of all consumable items;

to maintain all relevant Human Resources records;

to act as focal point for contact with the DMAQO; and

use the HF and VHF radios in accordance with UN guidelines;

other duties as required by either the Mine Action Officer,

Administration Officer or the Technical Advisor

Experience:
» educated to A level standard;

» minimum of 2 years clerical experience in administration, finance and logistics
procedures:
flexibility in undertaking any assignment allocated by the MAO;
competent and experienced in the Microsoft Office computer package;
have good command of verbal and written English and Tamil; and
be physically fit.
hold a valid Sri Lankan dri wmg license.

Knowledge in Sinhala language is an advantage.
Willing to travel for training if required;
Possess good work habits with a willingness to work in a multi-cultural
environment;
s Flexible and adaptable to any situation;
. Be in good health.

Duration: Initially for six njonths with probable extensions,
Duty Station: Jaffna.

Qualified candidates arc invited to send an updated CV containing, accurate and update contact detail’s

(phone, mobile, fax contact numbers and mail address). detail of educational and

professional qualifications and work experience with the names of two, non-related referees and a contact telephone number during working hours, fo be received on or before 2pm on the 30°
March 2006, The position offers an attractive remuneration package. Applications should be “Clearly Addressed” to the Mine Action Technical Advisor, UNDP Mine Action Project. Jaffna

District Secretarial.

N.B. Short-listed candidates will be notified by telephone to attend an interview in Jaffna and the UNDP Mine Action Office located in the Jaffna District Seeretariat on or about the

4 April 2006.
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- NOTICE

Interview - Faculty of Graduate Studies

The Interview for the post of Visiting Lecturer
in Education, Which is Scheduled to ge held on
27" March 2006, has been postponed due to una
voidable circumstances.

The new date Will be notified Later.
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