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Executive Assistant — Learning & Development

Job Profile

+ Manage training calendars, participant
Insts and communication materials

« Assist in the coordination and logistics of
tﬁﬂl‘ -_g programs,

workshops and
and

tasks,
and

post-training

materials
post-training
evuluatinns

+ Collaborate with the Learning and
Development team to create and
update training materials, presentations
and resources panels

» Stay updated on industry trends and
best practices in learning and
development

» Support the management of learning
management systems (LMS)

+ Collect and analyze feedback from
training sessions to assess effectiveness

+ Contribute insights and
recommendations for continuous
improvement

Applicant’s Profile
« Age should be below 28 years

» Minimum two (02) years experience in
a reputed organization in a similar
capacity
Diploma in  Human  Resource
Management or related field from a
recognized university or professional
body

Should be a Tech Savvy individual &
familiarize with commonly used
software applications

Familiarity with learning management
systems and e - learning platforms

Qualification in graphic design would
be an added advantage

Should possess excellent command in
english and computer literacy

Dynamic team player with excellent
communication,  presentation &
interpersonal skills

Should be a self - motivated and result
- oriented individual

Ability to
supervision

work with  minimum

The successful candidate will be provided with an attractive remuneration package
including fringe benefits, comnmensurate with benchmarked financial institutions.

Interested candidates are invited to apply for the position, all applications should be

routed through our corporate website

To apply, please visit,

Executive Assistant
(www.oombunk.lk) -l"| Careers | - (Open Positions) ->
Learning & Development
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