POSITION VACANCY ANNOUNCEMENT

ANNOUNCEMENT NO:

50/2011
OPENING DATE:

10/24/2011
CLOSING DATE:

11/07/2011 
POSITION TITLE:

Administrative Assistant/Receptionist, FSN-6
WHO MAY APPLY:

ALL HOST COUNTRY NATIONALS
OFFICE:

USAID/Central Asian Republics (CAR), Dushanbe, Tajikistan
MAJOR DUTIES:  Under the direct supervision of the USAID/CAR/Tajikistan Country Office (TCO) Director or his/her designate, the incumbent provides a full range of administrative support for TCO Director, Deputy Director and office staff:  1) serves as the first point of contact for USAID/CAR/TCO - receives, redirects and places local long distance and international calls, takes complete messages, provides authorized information to callers;  2) types, letters, diplomatic notes and other documents in English or Russian or Tajik, reviews for accuracy and completeness and ensures 100% correct format, grammar and punctuation;  3) translates routine in‑coming and out‑going correspondence from Russian/Tajik into English and vice versa;  4) makes appointments and manages appointment calendars for the TCO Director and Deputy Director;  5) arranges access to the building for visitors; receives, screens and escorts visitors;  6) assists with logistical support for TDY visitors including hotel accommodations, transportation, and scheduling appointments; prepares country clearance requests for travelers; 7) assists technical evaluation committees by conducting performance and reference checks during the procurement of USAID contracts, grants, and cooperative agreements;  8) assists main File Custodian in maintaining the Office Filing System in accordance with USAID Records Management Regulations;  9) maintains time and attendance for all members of the Country Team;  10) prepares Work Orders/Requests for repair and maintenance of housing, office equipment, , duplication/printing, courier and translation services ensuring that office needs are met and equipment is functioning;  11) timely initiates purchase requests for expendable and non-expendable materials and supplies replacement/replenishment as needed;  12) other duties as assigned.

MINIMUM QUALIFICATIONS/SELECTION CRITERIA: 

-  Education, Technical ability and experience (45%):  University degree in Public/Business Administration, international relations, social science, finance or other related field.  Minimum three years of progressively responsible office management and/or administrative experience with an international organization.  Good knowledge of office management practices and basic financial principles and procedures.  The ability to write and proof-read in English, Russian, or Tajik with no or minimally few grammar and spelling mistakes.  Proficient knowledge and skills in using computer software applications (MS Office – Word, Excel, Outlook, Power Point, etc., and USAID specific) and office equipment.
-  Teamwork/Interpersonal and Communication Skills (30%):  Good organizational, interpersonal relations and communication (oral, written and telephone) skills and ability to maintain customer friendly environment in the office.  Good judgment, enthusiasm, individual initiative, an ability to work without daily directions.
-  Language skills (25%):  Fluent (Level IV) English and Russian languages.  Good working knowledge (Level III) Tajik language.    
TO APPLY:  The successful applicant must fully meet the minimum qualification requirements.  

Qualified individuals are requested to submit a cover letter and curriculum vitae addressing each selection criterion detailed above with specific and comprehensive information supporting each item;  and names, contact numbers, and addresses of three professional references.  Candidates for trainee levels and applications on file may be considered.  Packages should be received in the Executive Office (EXO) USAID/CAR, E-mail: per.almaty@usaid.gov or Fax: (7-727) 2507634; by COB Friday, November 04, 2011.  A copy of the Position Description is available in EXO/Personnel (ext.6353).
USAID/CAR reserves the right to obtain from previous employers relevant information concerning the applicant's past performance and may consider such information in its evaluation. If an applicant does not wish USAID to contact a current employer for a reference check, this should be stated in the applicant’s cover letter, and USAID will delay such reference check pending communication with the applicant.
