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JOB DESCRIPTION -
PROGRAMME SUPPORT OFFICER
THE HALO TRUST - SRI LANKA

The HALO Trust is a non-political, non-religious NGO, registered in Britain as
a charity (n0.1001813 and SCO37870) and in the United States as a 501(c)(3)
Not-for-Profit organisation. HALO specialises in the removal of the debris of
war and employs almost 10,000 staff in 28 countries. All programmes are
supported by a headquarters in the UK.

HALO began operations in Sri Lanka in 2002, undertaking an extensive
minefield survey. This survey provided much of the baseline minefield data
now held in the national database and was the basis for the decision for
HALO to set-up a large humanitarian mine clearance programme. Currently,
HALO Sri Lanka employs over 1,300 local staff, who work as skilled
survey/Explosive Ordnance Disposal {E(jD) teams, alongside manual and
mechanical mine clearance staff, and support staff. HALO's operations are
focussed in the: Jaffna, Kilinochchi and Mullaitivu Districts. With seven
international donors, HALO Sri Lanka is seeking a motivated and committed
individual who can support with the Programme’s monitoring and
evaluation of project results, and donor reporting requirements.

Duties and responsibilities:

The Programme Support Officer will work under the supervision of the
Programme Officer and Programme Manager and will support HALO's
activities in Sri Lanka with a particular focus on donor management,
monitoring & evaluation and project coordination.

In your day-to-day role you will support the monitoring and evaluation of
the impact of HALO’s work in Sri Lanka through a variety of activities. You
will provide essential support in managing the complexities of donor
contracts through the preparation of project reports, proposals, case studies
and. other project .documentation as per our donor's reguirements.
Furthermore, you will provide much needed general administrative and
project support for the running of the wider Programme as required. You
will regularly ligise with other departments, including GIS & Survey,
Operations, Finance and the Community Liaison Officer,

Experience & qualifications

The desired candidate will be able to demonstrate an understanding of the

international humanitarian and development sector, in particular, in Sri

Lanka and South East Asia. Furthermore, you will possess:

e Minimum Bachelors tevel degree in a relevant field (social sciences,
International Relations, Development or similar).

» Minimum of two years of relevant experience working with an (I)NGO,
UN Agency or Embassy.

s Experience with producing high quality texts and materials, in particular
for donor report and proposal writing purposes.

e Experience with project monitoring & evaluation in the international aid
and development sector.

s Knowledge of, and experience with development organizations and/or
projects in the Northern Province of Sri Lanka would be an advantage.

Skifls & Knowledge:

e Excellent IT and“numeracy skills (MS Office), proficient in the use of
databases and Excel (experience using Excel for data collection and
analysis are essential).

* Strong written and verbal tommunication skills.

e Good organizational skills with the ability to manage multiple deadlines
simultaneously.

e Ability to draft communication materials for different audiences,
including presentations and case studies.

e Knowledge of social sciences research methods will be an added
advantage.

e Knowledge of the international humanitarian development arena

e Experience with GIS desirable though not essential.

Language skills

e Fluency in written and spoken English is essential

e Good command of spoken and written Tamil would be considered an
advantage

Furthermore, the selected candidate should be able to legally work in Sri
Lanka. Candidates who currently reside in the Northern Province, are
prepared to relocate or have the ability to regularly commute to HALO's
main office in Kilinochchi are preferred.

Interested candidates must submit their CV and a cover letter to the below
address or e-mail. In addition, please provide details of a minimum of two
references. A reference check will be part of the selection process.

All applications must be submitted no later than Friday 22 July 2022. Only
successful applications will be contacted. For further information, please
contact 021 228 5466. HALO encourages applicants from all backgrounds to
apply for this role. We especially welcome applications from female
candidates.

HR Manager

The HALO Trust,

450 Thirunagar West, Kilinochchi
hr@halosrilanka.org
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VACANCIES

@
BLC Campus Jaffna

We are looking for enthusiastic candidates for the following vacancies

1. Enroiment Excecutive

Age limit between 18 to 35 Years
.+ Should possess good interpersonal

skills

* Should be able to work on
Weekends
Should participate in Students'
enroliment activities
Attractive Salary packages will be
offered
Prior Experience in The Similar
Positions will be an added
advantage.

2 Academic Coordinator
- Should possess Higher Diploma or
Degree Qualification
Be fluent in English -
Should be able work independently
Must be able to coordinate
academic activities and handling
documents
Familiar to work with MS Office,
Internet & Email

How to Apply:

Please forward your detailed CV indicating the pest applied with the deta
two non-related referees to [[IIGLIIETTTTNIT ] on or before 30th of
2022
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