
฀ •฀ Attending฀to฀all฀clerical฀and฀secretarial฀work฀pertaining฀to฀the฀activities฀carried฀out฀by฀the฀respective฀Divisions

฀ •฀ Maintenance฀of฀fi฀les฀

฀ •฀ Updating฀and฀monitoring฀records฀quarterly฀and฀annually

including฀Sinhala/Tamil,฀English฀Language฀and฀Maths/Arithmetic฀

•฀ Speed฀of฀30-40฀w.p.m.฀in฀typing฀in฀English/Sinhala

฀ •฀ Ability฀to฀converse฀in฀English

฀ •฀ Ability฀to฀operate฀a฀Telephone฀Switch฀Board/PABX

฀ •฀ Knowledge฀of฀computer฀work฀and฀experience฀in฀the฀related฀fi฀eld

฀:฀Rs.฀27,910/-฀฀10x300฀-฀7x350฀-฀4x495฀-฀20x660฀–฀Rs.฀48,540/-฀per฀month฀plus฀and฀Government฀

Should฀ be฀ not฀ less฀ than฀ 18฀ years฀ and฀not฀more฀ than฀ 45฀ years.฀However,฀ the฀ upper฀ age฀ limit฀would฀ not฀ apply฀ to฀

 ฀฀฀EDB฀Medical฀Assistance฀Scheme

 

 Encashment฀of฀unutilized฀Medical฀Leave฀/Annual฀Bonus฀

 

 EPF฀–฀Employee฀–฀10%;฀Board฀–฀15%฀&฀ETF฀–฀Board฀3%

com฀[under฀the฀section฀of฀“Announcements”]฀or฀the฀application฀forms฀could฀be฀collected฀from฀the฀HRM฀Division,฀Level฀

5,฀EDB.฀The฀duly฀completed฀applications฀along฀with฀the฀relevant฀copies฀of฀certifi฀cates฀should฀be฀sent฀under฀Registered฀

mentioning฀the฀title฀of฀the฀post฀on฀the฀top฀left-


