We are lookingH

Persona
Assistantea

to Chairman

Requirements

* F & ¥ ¥ 8 ¥ % @

Age below 30 years. (female) *** School Leavers Models and any others can apply a3 a Trainee

Relevant profeisional qualibcation i secretarial practice [ an added advantage |

Pleasant personality, open-ménded, independent. sociable, professional ntegrity, confidentiality, Aexibility & adaptability
High-level presentation, writing & communication sldlls

Advance computer knowledge partioularly in the use of M5 Dffice

Strong leadership capabilities with a varety of stakeholders

Assisting chaiman with personal holiday / events

Imitiative & forsend-thinking

Good command of English & Sinhala { both orad and written )

Ability to work with a positive attitude and meet the desdline with Mgh accuracy of wark

Willng to take busmess trips when necessary ( lecal £ overseas

Responsibilities

* Manage calenda update appointments and give Lmaly reminders thereby ensuring appointments are nol ower lapsed and missed
& Arfange & oooidingle mealings, reCadd mimites, 5% wall 51 prepare relevam |I-|:-:1lh--'|'l.lw-||l ANON Malarnals, pretenlatkhng, &l

* Handle all documentation, e-mails, calls & manage day-1to-day adminisirative matters

* MMake necettary overseas travel arrangements and hotel reservallons in llason with relevant parties

* Manage database & filling system

An attractive above remuneration package
will be offered to the right candidate.

If you think that you are a right fit,

please forward a full CV with a passport size colour photograph to

vacancy.linma@gmail.com

Linma Holdings (Pvt) Ltd.

West Tower World Trade Cenire. Colombo, S Lanka. | wew linmalk



