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(PTHGLN et G BIDLIG B GO, The International Committee of the Red Cross, Kilinochchi Subdelegation, is seeking for a
dedicated female professional willing to assume responsibilities as a Secretary for the

Administration Department.

{6935)

The candidate should have the following qualifications:

* Completion of ‘A’ Level Education. Higher (university) degree preferred

* Excellent computer - literacy

* Excellent spoken and written English and Tamil

* Working Experience with an international organization and \ or in a secretarial position
* Professional qualification in secretariat

Core responsibilities include: &
* Drafting of external cc,)rrespondence in Tamil \ English

* Reception and handling of internal \ outgoing correspondence

* Filing of institutional documents

* Preparation of accommodation arrangements for incoming visitors

* Conduct welcome - briefing for arriving visitors \ expatriates
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* Assume team - leader responsibilities for a team of 8 house - maids
Employment Conditions:
According to ICRC’s National Scale and employment conditions

We encourage suitable candidates to sent their complete CVs to ICRC’s office in Kilinochchi
before Friday, 25th November 2005. Qualified candidates will be contacted for interviews.
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INTERNATIONAL COMMITTEE OF THE RED CROSS 5
Subdelegation Kilinochchi
[raniamadhu Junction
Kilinchchi

3/3. 2_peugpnfr, Phone: 071-2375697\071-2296680

£ (1-13352)
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