PLANTATION HUMAN DEVELOPMENT
TRUST

TACANCY

The Plantation Human Development Trust (FHDT) establizhed m 1002,
i3 zm organizstion tmasted for excellence and comumitied to support the
Plantation Convnunity eahsnce thelr quality of life by providing
mustaimahle development programmes throush the hain Office in
Colombo and itz seven Fegional Offices, im Badulla Galle, Eandy,
Kagalle, Hatton Muwara Eliva, Famspura, mvites selfmotivated
dymamic candidate: for the following position.

[ SECRETARY — Hatton ]

Qualificationg
G.CE. (AL) with 3 Credits in ane sitting incheding a Credit pass for
English Language. A gualification in Secretariz] practice fom a
reputed orgznizztion. Excellent command of English, and typing
gpead 40 wpm Should be competent with M5 Office packages. A
knowledze of Sinhala & Tamil typing and shorthand speed B0 wpm
would ke considered ax added gualificaticns.

Experience
Mlininmon of 3 years" exparience a: 3 secretary to a Senior Executive.
Experienice in 2ll azpects of secretarial fonctioms, shility to bhandle
comespandence m English mdependently, ability to mamtsin good
external and imternal public relations and good commuanication zkills
ArE Pre-Tequisites.
Priority will be given candidate with experience n M0 TG =

Age: balpw 40 Years

The zelected candidate will be emploved on renewable contract baszis. An
Affractive remuneration packaze and medical scheme coverieg the famiky
will be offered to the right candidate, with the required attribwtes

Fleaze semd vour complete resome with contact defails of two non-relatad
referees within 10 dayz of thiz advertizement to the addres: siven below
stating the post a]lphed far, o the fop lefit corner of the eavelope or ensail

m“t“@ﬂ@

The Director Ceneral
FLANTATION HUMAN DEVELOFMENT TEUST
No. 427/14, Robert Gunawardane Mawathal
Battaramulla.

web www. pht. org




