
 • AttendingtoallclericalandsecretarialworkpertainingtotheactivitiescarriedoutbytherespectiveDivisions

 • Maintenanceoffiles

 • Updatingandmonitoringrecordsquarterlyandannually

includingSinhala/Tamil,EnglishLanguageandMaths/Arithmetic

• Speedof30-40w.p.m.intypinginEnglish/Sinhala

 • AbilitytoconverseinEnglish

 • AbilitytooperateaTelephoneSwitchBoard/PABX

 • Knowledgeofcomputerworkandexperienceintherelatedfield

:Rs.27,910/-10x300-7x350-4x495-20x660–Rs.48,540/-permonthplusandGovernment

Should be not less than 18 years andnotmore than 45 years.However, the upper age limitwould not apply to

 EDBMedicalAssistanceScheme

 

 EncashmentofunutilizedMedicalLeave/AnnualBonus

 

 EPF–Employee–10%;Board–15%&ETF–Board3%

com[underthesectionof“Announcements”]ortheapplicationformscouldbecollectedfromtheHRMDivision,Level

5,EDB.ThedulycompletedapplicationsalongwiththerelevantcopiesofcertificatesshouldbesentunderRegistered

mentioningthetitleofthepostonthetopleft-


