Sri Lanka State Trmlln{ A
(General) Corporation Ltd [{¥1C]

Mo:100, Nawam Mawatha, Colombo 02.

Personal Assistant to Chalrman - 01 Vacancy (on contract basis)
Wi are booking for result oriented & sell modivaied individual with exceplional integrary
& coimpetence o resall for the above position

Job Description
a) Manage Calendar, updaté appointmeants and give tmely remindens o
ensure appointments are not over lapsed and missed.
b) Arrange & coordnate mestings. prepare relevan reports/ presentations &
lettars
¢} Handie all documentations. e-mails, calls and manage day to day adminis
trative matters
d) Be able to attend to the commespondents independenthy
&) Doing any other duties which are assigned by the chairman from time to
time
Qualifications (External Candidates only) (1 or 2 or 3 below)
1. A Degree in Arts. Management or Commerce which s recogmsed by the UG
2 Haw mg ohiamed & cemtificate of Secectanal Practice or agy other rebevant Deld not below
than the Natiomal Vocanonal Qualification Level &, isssed by 8 techmcal vocational
rammng mstinute socepied by the Ternary and Vocanonal Edweatson U ommassion
AND
At beast five (05) vears exporicnce in secretarial praciice in a Corpodation, Board or a
Reputed Stannory Instibution
1 Hav iy obtamed 8 cemificnie aof Secretarud Pracice of any other rebevant Dield mof below
than the Natwamal Vocaisona! Oualilfication Level &, mwsoed by o techncal vocatonad
raiming mstiniie sccepied by the Ternary mnd Vocational Educaton Commission
AND
Al beast sem | 1) venrs post qualilyving expenence m a relevanl Dield m a comporanon
Bourd or & Reputed Suiasory Instiution
General Conditions
« Age should be not less than 22 years and not more than 55 years
* Other : Every Applicant.
|. ‘Should be a citizen of Sn Lanka
I Should be physscally and mentally fit to descharge the duties of the post well
and to serve in any part of the sland
. Should be of excelient moral characer
* Salary
Rs 42,600/~ + R 7 80M= cost of hiving allowance

* Application Procedure

Apphicamts grong full hio- dals together with copies of all eerificates for aca-
demic, professional qualifications & expenence with names, addresses & tele-
phone numbers of two non related referees should be send o reach 1o following
address on or before 22nd of August 2021 under the registered post indicating the
post apphed on the top left hand comer of the envelop. Applicants from
Pepartments Statutory Board Public Corporations’ Fully Government Compora-
tions should send their applications theough the respective Heads of the Organiea-
tions. Applications received afler the closing date will not be considered. Incom-
plete applications will be rejected withoul intimation
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