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i Main Duties:
O

1. Field coordinator

sk CARITAS - HUDEC JAFFNA ¢
VACANCY

%% Regular visits to monitor progress of programme activities and regular reporting back to senior Project Manager.
%% Maintain regular contacts with local authorities (GA,AGA,GS) and community leaders.

3% Assist in preparing activity reports as required and purchasing procedure.

9% Monitor the distribution of all goods distributed to the select beneficiaries.

3% Post based in Mulativu, with regular visits to Kilinochchi and Jaffna.

Requirements:

NCT in Civil Engineering or equivalent with 3 years experience in the same field.

Good analytical skill and field experience in Civil Site.

Experience in Project Planning, Implementation, Monitoring and Evaluating.

Excellent skill in monitoring implementation of program activities.

Strong interpersonal and liaison skills.

Computer literacy in Win Word, Excel and email software.

Good knowledge of writen and spoken English and able to prepare Monthly Progress Report.
® Good team player.

2. Field Officers

Base Station : Mulaitivu (3 Positions)

Monitor the distribution of all goods distributed to the select beneficiaries.

Assist in all programme implementation activities and inform the field coordinator of all the progress of the undertaken

-activities. ‘

Give regular information to the Field Coordinator or the Project Manager to whom he provides detailed and exhaustive news

of the evolution of operations.

Manage the skilled labour (masons, carpenters etc.)

Fluency in Tamil & English.

Requirements:

%% NCT in Civil Engineering or equivalent with 2 years experience in the same field.

%% Experience in Implementation, Monitoring and Evaluating.

%% Strong interpersonal and liaison skills.

3% Computer literacy in Win Word, Excel and email software.

%% Good team player.

3. Logistician / Store keeper

Base Station: Mulaitivu

Main Duties: :

%% Plan & Manage all activities related to procurement, transportation &storage of materials & equipment as necessary for
program implementation.

%% Assist the Purchasing Officer in preparing tender documents & receipt of quotation as necessary.

%% Manage & maintain the warehouse according to professional standards & Hudec/Caritas guidelines.

% Ensure purchase Procedure are Rédspected & all procedure regarding the warehouse.

Requirements: \

% Have excellent knowledge in Logistic field with 2 years expérience.

3% Strong interpersonal and liaison skills.

% Computer literacy in Win Word, Excel and email software.

%% Planning and monitoring Logistics items.

%% Knowledge in the contract and supplying of stock.

4. Finance officer

Base Station : Mulaitivu

Main Duties:

%% Set up and maintain efficient finance systems to support Program Activities (filling.............. )

#¥ Prepare the vouchers and check all bills and forward to the Budget Controller-as per requirement.

%% Ensure cash book, bank book and petty cash book are maintained effcient and accurately in coordination with the Finance Controller.

%% Preparing and entering TALLY software ledger books.

Requirements:

¥ Accurate accounting skills & background (ATT/CIMA) with 2 years experience in other organization.

%% Knowledge in administrative organization and finance management.

%% Computer skills. :

i Honesty & transparency.

% Fluency in Tamil & English.

S.Livelihood officer ’

Base Station : Mulaitivu (2 positions), Vettilaikerny (1 position)

Main Duties: ; : ‘

% Ensure a high level of program quality in livelihood project design, implementation, monitoring and evaluation.

%% Organize training & workshops to build & improve capacities of the above mentioned staff,

% Represent Caritas - Hudec on the issue of livelihood & income generating activities at district & divisional level coordination meetings

withgovernment, NGO’s UN orgnizations & the private sector.

Professionalism, Integrity, Interpersonal skills, goal focus. ]

Work with project officers to regularly monitor & evaluate livelihood programs (fisheries, agriculture. small enteprises)

equirements:

%® Dcmonstrate management experience with a special emphasis on project management related to micro - enterprise and income generating activities.

Experience using word processors, spread Sheets & email. :

Knowledge & experience working with participatory.

Demonstrated knowledge in agriculture, fisheries & small enterprises sector.

Fluency inTamil & English.

Good communication skills.

6. Watchman

Base Station: Mulaitivu (2 positions), Vettilaikerny (I position)

Main Duties: o

% Watch the overall compound (main building, store, garages, drivers room........ ) make sure the main gate is open between 6 hoo and
21h30 except special occasions.

#¥ Receive any visitors and answer to their requests - the coming of any visitors should be announced to the office by phone.

3% Check everything is in order in the compound after working day and report any mistake to the logistic officer to solve it if necessary.

3% Maintain the compound clean. cleaning will be done on a daily basis.

Requirements:

% | Year experience in the same field. :

%% Should be aware of any entrance of person in the compound.

% Minimum English skills.

%  Professionalism, Integrity, Interpersonal skills, goal focus.

% strong interpersonal and liaison skills.

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

contacts & minimal two references to the following address, latest by.

15 August 2005

Father Jeyakumar

Caritas - Hudec Jaffna

g el s o or.e-mail: hudec @ sltnet.lk

PLEAE SPECIFY THE POST YOU APPLY FOR IN YOUR APPLICATION WITH CONTACT TELEPHONE NUMBERS.
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