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care’

CARE INTERNATIONAL -

CARE International Sri Lanka is an INGO actively involved in
addressing issues of social marginalization throughout the country. It
implements a diverse portfolio of programmes in governance, gender

equity and power analysis, peace building & reconciliation,

sustainable livelihoods and emergency and disaster risk reduction.
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.%E. Gpgdy Road,

| The administrative Assistant will be responsible for different types of

administrative supports to the Area/Field Office. Responsible for proper
maintenance of personnel files, logistic support, filing system, service contracts,
vehicle operations, as well as repair and maintenance works of the office. He/
She is also responsible to look after the security and cleanliness of the office.

The candidate should possess G.C.E. A/L with certificate in Secretarial studies
with 02 to 05 years’ progressive experience in a similar capacity. computer
literacy, accuracy, attention to details, ability to meet deadlines, moderate
working know[ed'ge in English, and ability to speak Sinhala/Tamil are the

| required competencies.

Appointment will be on renewable Contract basis.

Suitably qualified candidates are encouraged to apply with names, addresses,
and telephone numbers of three non-related referees within 07 days of this
advertisement. The post applied for should be indicated on the top left-hand
corner of the envelope. We thank all applicants, but only the short-listed

candidates will be notified.

Women are highly encouraged to apply.
: CARE is an equal opportunity employer

Ri AL SRI LANKA
(C/554098)
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We have  Vision ~ ta be the No.1 marketing team, Your team will promote a wide aray
Instrer In Srl Lanka, The passion of General and Life Insurance products including our
with which we pursus ns goal flagship brands: “Janashakthi Full Option® and
js best reflected In our “janashakthl Life Unlimited”. Additionally you will be
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Lanka to eam an annual revenue ¥
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performing all other players in the skills to motivate and direct the sales force to achieve
industr, */e've settied tsunami company objectives.
Insurance claims In axcess of Rs.
5,000 Mn, the highest by any Sri You will be required to posses a sound educational
Lankan insurer. Our high sarvice background with at least 5 years experignce in sales,
- : standards have eamad us the tiis which should include 3 years experience at a
> il S b of the No. 1 Service Brand of the managerial capagity.
- ' o Year at SLIM Brand Excallence
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Manager - Human Resources

Human Resource Management Department,
JANASHAKTHI INSURANCE CO., LTD.
55/72, Vauxhall Lane, Colombo 02,
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Diploma in Microsoft Office 2003

(Word, Excel, Power Point, Access) =~
Diploma in Desk Top Publishing

(Paint, Photo Shop, Page Maker, Coral Draw)
Multimedia Application -

(Premier PRO, After FX, Sound Forge Pmnac[e.S‘tudw Plus, Cool 3D)
Computer Hardware & NET Working

(PC Hardware & Software Tmzbfe Shooting, Penphmfs rmubfe Shooting)
WEB Designing

(HTML Script, Dreamweave, F Imh Max, I‘ramPage, Gy'Ammamr)
LR T E ai'ﬂ'jllllﬂb@dl-J i
More Information:

ELITE

School of Technology
Main Street, Atchuvely
Mob: 0777173725. WWW.elitelanka. cor
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