
 • Provide secretarial and administrative assistance 

 •  

 • Attending to internal and external communications 

 •  

 •  

 • Duty at the Reception Desk as and when required 

 •  Pleasant personality with good interpersonal skills and social 

etiquette 

 •  

 • Ability to handle correspondence with confi

 • Able to work extended hours when required 

 • Sound computer literacy 

 • Able to participate at offi

 • Should be disciplined, proactive and self-motivated 

 • Age below 28 years 

 • Preferably a Female Candidate 

 •  Passed the G.C.E (A/L) examination in three subjects (other than 

the General Paper) 

 •  Passed the G.C.E (0/L) examination in six subjects with credit 

 ve subjects including English Language/ Sinhala or 

 • Minimum 2 - 3 years of experience in a similar capacity 

 • Negotiable 

 • Should be a citizen of Sri Lanka 

 •  

personal information, qualifi

photograph (recently taken) with the details of two non-related referees 

Applications which do not conform to the above requirements, incomplete 

applications and applications received after the closing date will be rejected 

without notice. Any form of canvassing will lead to disqualifi
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 •  

 •  

 • Experience in acting as a company spokesperson 

 • Excellent communication, PR and people skills 

 • High profi ciency in English 

 • Has a confi dent and professional presence. 

0777 007177


