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450 Thirunagar West
Kilinochchi
Sri Lanka

T: 494 (0) 212 285 466
vanni@halosrilanka.org
mail@halosrilanka.org
www.halotrust.org

VACANCY ANNOUNCEMENT

The HALO Trust is a UK based non-political, non-religious Non-Governmental
Organization specialized in the removal of the land mines and other explosive
remnants of war has been operating in Northern Province of Sri Lanka since 2002,
currently working in Jaffna, Killinochchi, and Mullaitivu and has a support office
in Colombo..

HALO is secking hard working candidates for the below vacancy based in
Kilinochchi office.

Data Entry Officer — 2 Positions

The Data Entry Officer is responsible for the entry of data from various sources
onto a HR database. You will manage a large amount of information that is
sensitive and confidential. Information you enter will be used by the organization
for reference and reports. You are accountable to the Head of HR for your output.

Responsibilities
1. Prepare and sort documents for data entry.
2. Enter data into database and check to ensure the accuracy of the data that has
been input.
3. Resolve discrepancies in information and obtaining further information for
incomplete documents.
Respond to information requests from authorized personnel.
Scan documents and print files, when needed.
Keep information confidential.
Comply with data integrity and security policies.
Requirements;
'« Computer literacy — familiarity with MS Office, SQL databases, experience
with web applications is advantageous.
English language skills.
Ability to work under pressure to deadlines.
Experience using office equipment, like printers and scanner.

SNoTt 5,@35(8@@ ﬁumm_[m&rl

2 flanwwineni — goggn Widlouanin @ Sfiuns ellhuamear Hameouid
160G LD
g : ddslay Slugudan giensd! 08.05.2021
Ohe00T(BH6NT EHEH SheordIGeun Siuum
Spmefledemen 61D GILITLD
unifleofiGen 6TLDEMLD EUETTSHS EIGHUISUGLD SITRIGET SiLM
sevoTemenor &emid &ruUg Gued

N

Typing speed and accuracy. : 1 . ERIE i
Excellent knowledge of correct spelling, grammar and punctuation. 6TLD6MLDS 5"93,6:3 BITRIEEM @II_.ILIrI
Attention to detail. HEWEDWITSH 2_RIG6T (LP&HILPLD

* Confidentiality.
Interested candidates should submit their applications with Curriculum Vitae and
Cover letter explaining your suitability for the position to the below address or
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email on or before 15 May 2021. 2_MRIBET 2 dHeuLD LEaDﬂ),ljs,f_f)rr@lLb

Successful candidates will be only contacted, for further information see the o misel & uily erueiLiigpgis SHELONG

advertised TOR or please contact us on 021 228 5466. He0T SmHeHSInG Suun

Females are encouraged to apply 6TLD &60 Glg;ulsu,&;,q‘)lsdr ELHLDN FNHHILIEDLILI

HR Manager 6T6060MLD BU6DED BemmevenetLl LlpnsgibslenrGmiLb.
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