PLANTATION HUMAN DEVELOPMENT
TRUST

TACANCY

The Plantation Human Development Trost (PHDT) establizhed in 1952,
iz an arganization trusted for epcellence and committed to support the
Plantation Community enhance their quality of life by providing
suztairable development programmes through the Mzin Office in
Colombo and its zeven Fegional Offices, in Badulla, Galle, Eandy,
Eegalle, Hatton, Muwara Eliya, Famapura, inviter salf-motivated.
dynamic candidates for the following position

[ SECRETARY — Badulla I

Cmalifications
G.CE. (AL) with 3 Credits in one sitting mcluding a Credit pass for
English Languzge A qualification in Secrefarial practice from a
repated mstitote. Excellent command of English, and typing speed 40
wpm. Should be competent with M5 Office packages. A knowledge
of Smhala & Tamil typine and shorthand speed 20 wpm would be
considersd a: added qualifications.

Experience
Minmnm of 3 years” experience as a secretary to a Senior Executive
Experience in all aspect:s of secrefarial functions, ability to handle
coamespondence in Englizh independently, ability to mamtain good
external and imternal public relation: and good communication skills
ane pre-reguizites.
Prianity will be given candidate with experience m NGO INGO s,

Age below 40 Years

The selected candidate will be emploved oo renewable contract basis. An
atiractive remuseration pacliage and a medical scheme covering the family
will be offered to the rizht candidate, with the required stiribates

Fleass zend yoar complete resume with contact detsils of two non-related
refierees within 10 davs of this sdvertisement to the address given below
stating the post a‘m{&d for, on the top left cormer of the envelope or email
to vacanciesFohdt I

The Director General
FLANTATION HUMAN DEVELOFMENT TRUST
No. 427714, Robert Gonawardane Mawatha
Battaramulla.

web wiww. phdt. org




