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SMOKE FREE ENVIRONMENT

H VACANCY Announcement— Position : Documentation Officer

FORUT, an international NGO working in Sri Lanka since 1982, is inviting
applications from qualified and experienced personnel to work with the poor and

methods. The candidates are expected to be team workers, who could work with
the project teams to increase the efficiency and effectiveness.

Minimum Requirements Tasks

- GCE(A/L) Qualified /Graduate - Maintain databank on complete

- Excellent proven command of English
and Tamil, preferably some knowledge '
of Sinhala.

- Excellent proven computer skills.

programme.

- Net working , record keeping, & data
base management

. Produce monthly / Quarterly/Half-yearly
/ Annual reports

- Visit field and document information as
case story or report

- Publish newsletter routinely to carry
project information

- Document wbrkshops, seminars and

- 2 years experience in writing
documents and reports

- Ability to conduct research and
report.

- Ability to gather and transmit

information and information
reviews

Write minutes / reports

management
Age 25-35 years

Females are encouraged to apply. Duration of contract will be one year with possible
extensions depending on availability of funds and staff performance. Only short listed
candidates will be called for interview.

Completed applications should be forwarded fo reach Programme Manager, FORUT Vanni,
155% Mile Post,A-9 Road, Kilinochchi on or before 31 March 2005.

E-Mail :- arne@forut.lk

Postal address :- Program Manager
FORUT,
Vanni Regional Secretariat
155" Mile Post,
A-9 Road,

(6.11602) Kilinochchi.
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