
POSITION VACANCY ANNOUNCEMENT

ANNOUNCEMENT NO:
29/2012
OPENING DATE:
10/10/2012
CLOSING DATE:
10/31/2012 
POSITION TITLE:
Secretary/Administrative Assistant (EXO), FSN-7
WHO MAY APPLY:
ALL HOST COUNTRY NATIONALS

OFFICE:
USAID/Central Asian Republics/Executive Office (EXO), Almaty, Kazakhstan
MAJOR DUTIES:  Under the general supervision of the Regional Executive Officer (R/EXO), the incumbent provides administrative support to Executive Office (EXO) operations:  1) performs full range of secretarial duties to R/EXO and Deputy EXOs;  2) coordinates incoming/outgoing mail and correspondence and maintains office filing system in accordance with USAID regulations;  3) maintains time and attendance (T&A) records for EXO local staff and prepares T&A reports, maintains EXO Leave Plan;  4) prepares travel and vehicle requests and assists with preparation of travel vouchers for EXO staff;  5) translates/interprets from Russian into English and vice-versa accurately reflecting the wording, meaning, and intent of the original, and ensures correspondence proper spelling, grammar and formatting;  6) manages schedule and work assignments for Roving Secretaries;  7) schedules use of the Main Conference Room and handles logistics arrangements for meetings/events;  8) handles telephone calls as well as visitors to the office, provides info to inquiries; 9) maintains USAID/CAR Mission Orders and Mission Notices System;  10) performs other duties as assigned. 
MINIMUM QUALIFICATIONS/SELECTION CRITERIA: 

- Education, skills and experience (50%):  University degree in Business/Public Administration, public or international relations, or other related fields.  Minimum three years of progressively responsible administrative management experience, at least one of which with an international development organization or, preferably, USG.  Good knowledge of office management, correspondence formatting, and records/file management principles.  Time management, analytical and organizational skills.  Ability to work independently and to manage multiple competing priorities.  A sound knowledge of computer software and electronic information handling (MS Word/Excel, Outlook Express, Power Point, internet/intranet, spreadsheets, etc.).  Good typing and word processing skills.
- Teamwork/Interpersonal and Communication Skills (30%):  Excellent communication and interpersonal skills, ability to present information in clear and concise manner.  Candidate must be highly organized, able to effectively work in a team environment and under pressure.
- Language skills (20%):  Level IV (Fluent) oral and written English and Russian language skills.  Level III (Good working knowledge) of Kazakh is desired but not required.
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 at the Executive Office (EXO) USAID/CAR, 41, Kazibek Bi St., Almaty 050010, Kazakhstan;  E-mail: almaexo_hr@usaid.gov;  Tel: (7-727) 2507612/17; Fax: (7-727) 2507634; by COB Wednesday, October 31, 2012.  A copy of the Position Description is available in EXO/HR (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.
