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RECEPTIONIST

Action Gontre La Faim is an International NGO involved
in humanitarian activities in SriLanka, since 1997.
Current activities are based in Batticaloa, Jaffna and
Tricomalee districts. We require a Receptionist for
the Base of Jaffna.

This position is suitable for a man or woman who has
experience in receptionist work. (S) he has to answer
to the phone and to dispatch the calls. (S)he will help
the staff in every secretarial work. (S)he has to record
appointments and to record and dispatch all the letters.
(S)he is.able to translate in English the incoming
messages written in Tamil.

Applicants must be fluent in Tamil and English and able
to do basic communication in Sinhala. Computer
literacy, especially MS Word and Excel is required.
Duration: 1 year with insurance coverage

Apply as soon as possible:
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ACF Administration
No. 40, Racca Lane, Chundikuli,

o peoLGupey JAFFNA
& e e TP/ FAX:021 222 2465/ 021 222 6993
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COMPUTER EXPRESS

Institute of Information Technology
No 15, Sirambiyadi Lane,Jaffna.
lu..l - 021 222‘\”‘3(1 0777-222422

LL‘ Dlplomam |
Microsoft Office
L TR0 =

Duration :- 3 Months

B8 /= 1200/=

A Duration :- 4 Months

Diplomd in
Desktop Publishing

P

Diploma in
Web page Designing]
1400/= |

\. Duration :- 4 Months

Diploma in

Graphic Designing
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Duration :- 4 Months

k& Diploma in

QRedy = 1200/=

A Duration :- 3 Months

Hardware Engineering

el

~

Accounting

Package

18680/= 1400/=

Y Duration :- 3 Months

Diploma in

Computer Science

1400/=
4 Months

Advances Courses
Diploma in Net Working 2786l

Diploma in Video Editing p8ed
Diploma in Multimedia

10067 =

., Duration :-

OFF

1800/=
__Duration :- 6 Months

2000
3000
588l 2500
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et a LN
Honors Diploma in
Computer Science

Diploma in
Auto CAD
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Duration :- 3 Months
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The Nation's ICT Academy
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Diploma in Computer Studies (DICS)
Diploma in Computerized Accounting (DICAP)
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mputer Studles (pvt) Ltd.

Jaffna Branch
216, Navalar Road, Jaffna

Diploma in Hard Ware Engineering (DHW)
International Computer Driving Licence (IDCL)
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