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EMPLOYMENT OPPORTUNITY:
SECRETARY (01)
CARITAS HUDEC

14, Mathews Road, Deogu Street, Jaffna.

To work in full partnership with Caritas Office Manager in Programme
Activities. The post holder will have to undertake the following activies.

Base Station: Jaffna

Main Duties:

o The post holder reports to the Director of Caritas HUDEC, Jaffna
through the office Manager.

o Assist the Management on all secretarial duties & all

programmatic matt=rs.

e Transiate documents to Tamil or English vice versa.

o Prepare the minutes of weekly, monthly, periodical Coordination
Meeting.

« Responsible for incoming/ outgoing email, recording,
delivering to Director.

o Assist Sectoral Managers in correspondence, reporting, letter
drafting with government organizations, non government
organizations, banks, & statutory body including the related E- mails.

o Able to write project proposals independently.

Requirement:

¢ Good command of English- written and spoken.

o Should have Secretariat / Administrative backgrovnd.

¢ Advanced computer skills in Excel (Spreadsheet, Database
Management) Word (reporting, graphs) Power Point & Internet e- mails

« Ability to work independently.

|| « Excellent analytical skills.

o Good team player.

Caritas HUDEC recruits qualified individuals without distinction of
ethnic background, religion or gender.

If you would like to be a part of a dedicated team in a humanitarian
context, please send us your CV & motivation letter including your
contact no. & minimal two reference to the follewing address, latest
by 22" April 2009 .

Female candidates are encouraged to apply.

Director,
Caritas HUDEC, or
14 Mathews Road, Deogu Street,

E-malighirdet @gitveniia fja M| evi
T.P: 1029 2225700790 ayana sk

r
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