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An INGO consortium induding
NPA, SAH and ASB

Solidar is consortium of organizations of 12 European countries that supports a broad portfolio of
projects. The solidar network in Sri Lanka comprises of three international NGOs - Arbeiter Samariter
Bund (ASB), Norwegian People’s Aid (NPA) and Swiss Labour Assistance (SAH).

We are currently at the planning stagc for the Phase 3 Tsunami shelter construction project and the .
following vacancies are to be filled in immediately. All positions are based in Kilinochchi./Paranthan.

Interested candidates MUST posses the minimum requirements stated below. Please walk in interview
on Saturday,6" August 2005 between 01.00 p.m and 5.30 p.m.

Position: Office Manager

At least 3-5 years experience in busy office environment.

Good communication skills in both English and Tamil would be essential.
Knowledge in IT skills preferred.

Proven experience in the following .

= QOrganization of multiple departments

Providing innovative solutions for offiec organization and managgment
Managing staff (approx.40)

Providing support and adyvise to all staff

Facilitation communication discussuon between staff and departmentents.

Suitable candidates should be between 30-55 years of age.
Salary would depend on relevant skills and experience.

Position: Head of Administration :

At least 2 years of experience in a similar role which should include the following.

Staff management and office organization, management of relevant database systems. Good command
of written and spoken English would be essential. Working knowledge on Word, Excel. PowerPoint and
Access is a requirement.

f

Position: Administrative officer

Provide administrative support to the Head of Administration Duties will include maintenance of filing
system, preparation of travel passes, arranging accommodation for guests, photocopying and other
administrative tasks. Preference will be given to those with experience in a similar field.

@ Narwogian People’s Aid

P Swiss Labour

N 5 &m Assistance SAH
. Rl . . . . 8
SHEAV:~ FAH I 60l BrrG@Meavsurysst (g,m{]) Solidar Office
%Laﬂrﬁm %LGGUHE&‘:T.T, 156, Jaffna Road,
(6011) SITNSHETU Sevall suevWLD. (8)-12476) Paranthan.
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