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450T hirunagar West
Kilinochchi
Sri Lanka

T: +94 (0) 212 285 466

vanni@halosrilanka.org
-mail@halosrilanka.org

www.halotrust.org

VACANCY ANNOUNCEMENT- Data Entry Officer

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

HALO i seeking hard working candidates for the below vacanc}-bascd in Kilinochchi office.
The Data Entry Officer is responsible for the entry of data from various sources onto a supplies
database. You will mariage 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
e Ppepare and sort documents for data entrv
*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 mformat:{)n for incomplete
documents.
'4, Respond to information requests frem authorized personnel.
5. Scan documents and print files, when needed.
6. Keep information confidential.
7. Comply with data integrity and security pohcu.a

Requirements:
| % Computer hteracy familiarity, wuh MS Office espeually in excel experience with
web applications is advantagenus

% English language skills.

% Ability to work under pressure to deadlines.

% FExperience using office equipment, like printers and scanner.
% Typing speed and accuracy. -

# Excellent knowledge of correct spelling, grammar and punctuation.

% Attention to defail.

% Confidentiality. e

% Preferable in store management.
Interested candidates should submit their applications with Curriculum Vitae and Cover letter
explaining your suitability for the position to the below address or email on or before 20 Janu-
ary 2022,

Successful candidates will be only contacted, for further mtormatlon see the advertised TOR
or please contactus on (21 228 5466.
Women’s are encouraged to apply.

HR Manager
The HALO Trust
450, Thirunagar west
Kilinochchi
E-mail to hr@halosrilanka.org
q
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famous online marketingentity to work in
customer service unit.

Fiuent in spoken English

Data entry skill with speed keyboard

typ:ng are expected

software knowledge is pererferred

Staﬁ can work from home =
Those who are interested please send your2
bio data /curmiculum vitae to the emailg

jobinfojaffna@gmail.com
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