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Job Advertisement

@ Save the Children
in Sri Lan|

Save the Children in Sri Lanka (SCiSL) is an International Non Governmental Orgaﬁimﬁm
working for the rights a~ ¥ well-being of children, irrespective of nationality, race or religion.
Together with children, w are helping to build a better world for present and future generations.

Vacancy exists for the following position
Job Description

]

Job Title

Human Resources Administration Assistant

Reporting to Admiaistrator - Finance

Grade & salary| “C”
Kilinochchi

Location
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Job purpose | Working with Save the Children team and other stakeholders to ensure
emergency preparedness in place at organizational and programm elevels.

The role of the HR/Administration Assistant-Regional / Programme office is a coordinating
roll to ensure that the required support to the programme is provided at all times.
Key responsibilities

Line Management

The HR/Administration Assistant- Regional/Programme Office is based in the
regional/Programme office. He/She is responsible to the Administrator ~ Finance for
all staff meters and administrative matters.

The HR/Administration Assistant- Regional/ Programme Office will be line managed
by the Administrator — Finance in the respective Regional/Programme Office. He/
She will in turn line manage the outsourced office aides.

L.Administrative Responsibility

To be responsible for over all organization and day to day running and maintenance of the
office. This includes;

¢ Ensure that the office is well maintained.
¢ Ensuring that all regular maintenance of equipment is undertaken appropriately
¢ Ensuring that appropriate HR / Administrative Systems are in placed anid maintained.

1.Staff responsibility

¢ Monitoring all personnel Administration including checking claims, leave records, Eic...

¢ Ensuring that the DM is informed of any staff matters (i.e; Staff discipline, Etc..) that need
to be resolved by the management.
2.0ther responsibility

¢ Maintaining office stationary supplies and systems and responsible for establishing and effectively
managing an office library and/ or resoutrce center, using lib says
¢ Managing all out going and in coming mail in the Regional/ Program office and ensuring accurate records
in this regard are maintained.
¢ Ensuring the proper maintenance of all files and documents (i.e. record keeping, circulation documents/
petiodicals, photocopying, etc.) in the Regional/ Program office.
¢ Ensuring that the leases of all premises pertaining to the particular Regional/ Program office
including residences of expatriates and staff guest houses are maintained propetly and renewed
on time.
¢ Supporting the senior logistician and DM on security related issues in the Regional/ Program
office.
¢ Maintaining the good working relationship with the logistics and Finance Units and providing
support as requited.
¢ Willingness to undertake any other relevant responsibilities entrusted to you by the line manager
and management team as and when requested. X

Person Specifications
Essential Requirements:

1. Proven experience of setting up and maintain administrative systems covering Personnel and
administration. ; ‘
2. Good report writing and interpersonal/Communication skills,
3. Teamwork, effective time management and leadership skills.
4. Sound educational background.
5. Fluency in written and spoken English, Tamil and /or Sinhala,
6. Hands on experience in Microsoft Excel and Word computer packages.

Others:

1. Ability to maintain confidentiality and professional ethics in all aspects of work undertaken.
2. A commitment to the principles of SC’s work and the promotion of equality of opportunity

Desirable

eExperience of working with children and understanding of child rights and child rights based
approaches to programming,
eExperience in relief/ development/ community service work.

A highly competitive remuneration package awaits the selected candidates.
The above positions would be initially for a period of one year.

Save the Children in Sri Lanka s an equal opportunity employer and does not
discriminate with respect to gender, religion, ethnicity or caste.

Please note that all positions are subject to transfer and that the age limit at SCiSL is 60 years.
The position applied for should be indicated on the top of your application and on the top left
hand corner of the envelope. Applications should be sent with the names of two non related
referees on or before 14 November 2005 to:
Save the Children in Sri Lanka
142, Kandy Road, Kilinochchi Regional Office
Only applicants selected for the interview will be contacted.
No telephone inquiries please

Save the Children in Sri Lanka [SCiSL] is part of the world’s largest independent movement for children working in over
100 countries, SCiSL is a non religious, non political, independent international organization working for the protection and
the full realization of child rights. Our work in Sri Lanka focuses on Education, Children Affected by Armed
Conflict/Disaster and Social Harmony and Peace. Our projects, both self implemented and in partaership with local

#.13434)

organizations are carried out in over 18 locations throughout the country.
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