Gonfidential Secretary

L)
“Galoya Plantations (pvt) Itd is a leading sugar factory operafing as a Public-Private
Partnership with Brown & Company PLC, LOLC Holdings PLC; and the Government
Sri Lanka.We are seeking a highly organized and detail-oriented Confidential
retary to join our team in Hingurana, Ampara. This role requires a professional with
trong commitment to confidentiality, managing complex schedules, and providing

The Role

nate senior management schedules, meetings, and

information with the highest levél of discrétion.
e correspondence, reports, proposals;.and board papers in Sinhala

0 presentations and recording meeting minutes.
al and external stakeholders.

ce administration for smooth operations.

MS Office Suite (Word, Excel, PowerPoint, Outlook).
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_.,ia'iegéndently in a fast-paced environment.
i W

y Before on 23" of March 2025

1 to disqualification”
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