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THE CANADIAN RED CROSS DELEGATION

In cooperation with the Sri Lanka Red Cross Society, Kilinochchi Branch

%

Seeks to fill the following key positions in its project implementation office in Kilinochchi
with persons best meeting the qualification, skill profile and work experience. We offer
long term contracts and an attractive remuneration package. '

1. OFFICE ADMINISTRATOR (01)

Key tasks & Responsibilities #

This is an multi +~ - professional ‘supervisory administrative position responsible
mainly for ad accounting, coordination and facilitation; managing and reporting
on funds, pr« ivo dii mises under the project coordination office in Kilinochi. The
person he/she uperates v the general supervision of the delegate responsible for Kilinochi
Office followingthe ¢  :lines and procedures from the Canadian Red Cross Delegation

in Colombo. The incumbent is required to function independently in planning and organizing
and providing efficient administrative support.

Qualification, Skill and Experience Requirements X

1. A diploma in business administration from a recognized institution, with at least 3
years progressive experience in office Administration and some accounting
knowledge. A working experience with international NGO and'working with
expatriates is preferred.

2. A very good command of English language both spoken and wntten and must
speak Tamil.

3. A good computer skill and knowledge of standard office soft wares (Word and
excel.) ‘

4. Candidate must be a team player with capacity to operate in multi cultural
setting. Must feel confident and comfortable making a decision.

5. Ability to operate in tight schedules and dead lines and capacity to handle multi
tasks. A matured personality with developed sense of responsibility and team
spirit. ‘

2. LOGISTICSASSISTANT oY)

Duties and Responsibilities

This is a semi technical/clerical job with responsibilities of carrying out logistical tasks
such as transport management and coordination, handling local procurement, arrangement
and follow up of monthly supplies from Colombo, attending and supervising the generator
operation and supply of fuel to generators, facilitating with local government agencies
regarding procurement, transport, Coordinates movement notificagion for staff, cargo
and vehicle with ICRC Kilinochchi and CRC Colombo. The logistiCs assistant operates
under the direct supervision of Office administrator and his main task is to assist the
office administrator in providing logistical support to the medical wam assigned to
Kilinochchi hospital.

Qualification Requirements
1. A GCE (AL) examination and a minimum of two years experience in

administration, procurement, and transport or store management.
2. Must have a good command of English language both spoken ?d written with.

English language certification is an advantage. Must be able t0 speak and
understand Tamil.

3. A working experience with International NGO is preferred.

4. Computer literacy in MS Office ( Word and excel) »

- 5. An honest, reliable and organized person with good communication skills. -

+

3.DRIVERS (02)

REQUIRMENTS: v

Language: Fluent in English ;

Driving certification: Driving License Level A

Driving Experience: At least 2 years of Driving 4 WD and knowledge of roads.
A working experience with International NGO is preferred. »

Please send your applications with a covering letter indicating for which position you apply.
Include also copy of your diploma/ certificate and relevant credentials with Bio data( CV)
showing employment history, contact numbers and references.. Address your applications to
the Hony. Secretary, Sri Lanka Red Cross Society, Kilinochchi Branch; Kannan Temple
Road, Kilinochchi.

. Sl S
Deadline for applications : 31* August 2005 @12572)
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