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IREFUGEE DEMINING

~3couNciL Vacancy Announcements = GrRouP

Position 1 Finance & Administration Assistant
Location; Jaffna Office

Responsible to: Head of Office — DDG , Jaffna

Summary of Position:

DRC responsibilities - Jaffna:
The Finance Assistant responsibilities and duties are, but not limited to:

Prepare payment vouchers and settle payments on a timely basis.
Prepare monthly accounts and update all cash books on a daily basis
(UNHCR, EC, DANIDA & ECHO) and accurate preparation of bank
reconciliations.

¢ Maintenance of proper filling system for finance records and documentation,
including updating the database of the project files.

e Proper control of supporting document for payments; preparation and review
of all vouchers and check vouchers processed are correctly recorded
according to fund avallablllty

e Manage the petty cash, in accordance with DRC operation handbook

Guidelines.

Handling all banking correspondences and keep records.

Provide day to day financial support to the Head of Finance & Administration,

Finance Officer and other staff including Project Managers, as and when

required.

Maintain cash and bankbook as DRC standard and procedure.

Prepare Overtime records and forward to Payroll Finance Officer.

Check invoices and other supporting documents are correctly calculated.

Prepare Cash transfer request to HO.

Preparation of payment vouchers & ensure the supporting documents such

as (order request, Purchase order, Bid analysis, invoices, request for

payment) are available.

DDG Responsibhilities - Vavuniya:

¢ Maintain personal files of all the staff who are working.

e Maintain communication in Tamil, Sinhala and English with staff, partners
and stakeholders where appropriate.

Maintaining attendance sheet of staff in eHRMs system.

Prepare necessary documents for recruitment, retention or promotion etc.
Maintaining EPF documents for new recruits.

Preparing and issuing contracts for new and existing staff.

Providing information to the IT Administrator & Statistics Officer about the
teams for preparation of various reports.

Maintain & prepare purchase orders for stationary.

Maintain contact details of staff.

Other duties assigned by the DDG Head of Office.

Minimum Qualifications

e Sri Lankan National
Completed minimum Secondary Education.
Proven computer skills including the use of:
Micro soft Office & Adobe photo shop
Ability to work proactively and with initiative
1 or 2 Years Experience in the related field
Good interpersonal skills.
Flexible, reliable and trustworthy

Preferable: Good level of spoken Tamil , English & Sinhala

® o o 0 o

Position 2. DDG Geographical Information Systems Officer (Jaffna Base)
§ The Role

As a GIS Officer, you should be fully responsible for Acquisition of GIS data for clearance and
| survey activities. Responsible for training of Survey teams. Assist in the maintenance of the IMSMA
f database. Assist Stand in for the Senior GIS Officer during absence

The Individual
He should be a Sri Lankan National
Graduated in Geography / planning / a degree or diploma having GIS as subject
Must have at least 2 years’ experience in similar position
Be fluent in English, Sinhala and Tamil
Be computer literate
Should be a team player
How to Apply ;
Applications for all positions should submit a letter to DDG, stating why and how they fit the
selection criteria and attach a copy of CV with contact details and names of two non-related referees
to the following address.
Closing Date: 22.01.2012(Sunday) (For both positions)
Only candidates who meet all the above requirements will be invited for an interview/test.
HR Division,
DANISH DEMINING GROUP
456 Main Street, Chundikuli, Jaffna.
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305,KASTHURIYAR ROAD,JAFFNA

SHAKIRA N411Z
intel core i3 2.2Ghz

4GB DDR3 Ram

500GB HDD,DVD RW+ DL
1GB AT| Graphics
Webcam/Wif

Bluetooth/ CardReader
14.1" LED Bright Dlspiay
3 Years Warranty

free moblie phone '
il §

 TOSHIBA NB500 135 50070

G2 OFlgEe Intel Atom1.67Ghz

1GB DDR3, 250GB HDD
Wifi,CR, Webcam,10.1° LED
i Wln 75t,3 years warranty

INSPIRON N4110 =

Intel core i3 2.2Ghz ;

_2GB DDR3 Ram

0GB HDD,DVD RW+ DL

Webcam/Wifi

. Biuetooth

~ 141" LED Bright Dlsptay
Win 7 HP

3 Years Warranty

INSPIRON N5110
i Intel core i3 2.1Ghz(m2310)
© = 4GB DDR3 Ram

1GB DDR3, 32065 HDD '
Wifi, Webcam,10.1 LED

| \?G-hj(g%% OSHIBA C640
% Intel core i3 2.53Ghz
GB DDR3 Ram

Intel core i3 (M2310)
2GB DDR3 Ram
20GB HDD DVD RW+DL

hp Pavilion 1139TX
intel core i5 2.4Ghz(M2430)
2GB DDR3 Ram "

3Years Warranty

.~ 3Years Warrant
$free'mobile’oh

840GB HDD,DVD RW+ DL . g
1GB ATI 6470M VGAHD ? 500GB HDD,DVD RW
Webcam/Wifi 3 » 8 : Webcam/Wifi
Bluetooth/ CardReader 14.1" LED Bright Display % 156 LED Bright Display Bluetooth/ CardReader
15.6" LED Bright Digpld Free Carrying Case %: Free Carrying Case ? .. 15.6” LED Bright Display
Win7HP . (@ 3 Years Warran 3 Years Warranty Win7 HP - Free Carrying Case
Free Carrying Case Rl igitized by NOO :ah an Foundation. Free Carrying Case , 2 Years Warranty
'
" &

mp3 play.;r free mobile/phone
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Force Traveller, Brand New, Registered in 2010,
18 Seats, Full A/C, in Topping Condition,

Ran For Staff Transport to Company, Price 22 Laks.
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| PHARMA (PVT) LTD

" (Kerala Ayurvedic Medicine)
Level 5 / East Tower [ 1C,
World Trade Centre, Colombo 01,
@ 0094 11 551 78 97, 555 18 79,
555 84 42 Fax: 551 77 56

Webutz m aynmda 1k
harmasrilanka@yahoo.com

Consultation
World Trade Cantrs, - Colombo 01
nthiy Clinics - at all districts
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Colomibo-Chennai-Colombo Rs.13500
Golombo-Tiruchirapally-Colombo  Rs.14400
Colombo-Doha Rs.23000
Colombo-London - Rs.38000
Colombo-Toronto i Rs.80000
Colombo-Singapore-Colombo Rs.30800
Colombao - kuala lumpur Rs.34000
Colombo-Frankfurt : Rs.38000
Colombo-Milan Rs.38500
Colombo-Rome Rs.40500
Colombo-Paris Rs.38000
Colombo-Zurich Rs.45000 el
insurance; -
METRO TRAVELS & TOURS PVTLTD  §eiaiug
(Branch office) No-62/33, Subject to seat -
S| Bremes5le@- Fusib,

Stanley Link Road,Jaffna . Avaitability -
Tel:-0212224647,0212220404, i
0215673666,0215673555 A
office Hours: Weekdays from 9.00am to 5. OOprn
Saturday from 9.00am te 1.30pm
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The first Lakeland Inter-American School was opened at
Ratmalana, in April, 2005. Our Vision is to inculcate the
essence of education in its broadest sense. We are
pleased to announce that we are broadening our scope
to Jaffna to provide our expertise to the children there.

LAKELAND

INTER-AMERICAN NQ. 154, Brown Road Jaffna.
SCHOOL | _ Tel: 021 2228700 E matE mqu;rnes@iake!and.edu Ik
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