THE EMBASSY OF THE REPUBLIC OF CYPRUS ANNOUNCES A VACANCY FOR THE POSITION OF
PERSONAL ASSISTANT POSITION

The Embassy of the Republic of Cyprus in the United States (2211 R Street NW, Washington DC
20008) is seeking a highly organized, self-motivated person for the role of PA to the Ambassador
under locally employed staff terms and conditions.

Requirements
- Fluent in English written and oral. Greek language will be considered an advantage.
- Excellent communication and organizational skills
- Proficiency in MS Office (Word, Excel, PowerPoint).

- Possession of appropriate work U.S. authorization (green card or citizenship)
- Integrity, discretion, strong attention to detail, ability to take responsibility and initiative.

- Ability to handle highly confidential information with the utmost discretion.
- Must be able to work effectively in a team environment, as well as independently

e University diploma associated with the position’s requirements will be considered an
advantage.

e Previous working experience in the field will be considered an advantage, or 2+ year
experience as an Executive Assistant will be a plus

Job Description

e Acting as personal assistant and secretary to the Ambassador, including managing
correspondence and schedule.

e Providing secretarial support

e Organizing travel arrangements and meetings

e Accreditation and Protocol

e Other office duties as assigned.

Salary

Salary is determined in accordance with the General Schedule (GS) Classification and Pay System
of the US Office of Personnel Management (Salary Table 2023-DCB). The successful candidate
will be placed on Grade 6 Step 1, with a gross annual salary of $47,789. Additionally a 13rd salary
will be provided.

Submission of applications

Interested candidates should apply by submitting the following documents to:
accounts@cyprusembassy.net by April 16", 2023



mailto:accounts@cyprusembassy.net

- Letter of interest.

- Copies of diplomas.

- Detailed resume / CV.

- Copy of valid passport.

- Copy of green card or permanent residence.

- Two recommendation letters or the names of two persons who can provide
recommendations.

Certificate of a clear criminal record will be requested only by the successful candidate.
Shortlisted candidates will be notified and invited for an interview.

For more information you may contact the Embassy Administration Office on 202-462-5772 (ext.:
4).

KENH OEZH rPADQEA/AAKTYAOTPA®OY ME KAOHKONTA IAIAITEPAZ NPEZBH

H MpeoBeia tng Kumplakng Anpokpatiog otnv Ouaotyktov (2211 R street NW, Washington DC
20008), 6éxetal altnoelg yla pia B€on WOLATEPAC YPAUUOTEWS TIPESPN LE OPOUC ETLTOTILOU
TIPOCWTILKOU yla TARPN amnaoxoAnon. H epyodotnon Ba yivel cupudwva pe tig Odnyleg yia tnv
AnaoxoAnon kot toug Opoug Ymnpeoiag tou Emtomiou Mpoowrikol Twv AUTAWUATIKWY
AmnootoAwv (AA) tng Kumplakig Anpokpatiag oto E€wteptko.

To TPOOOVTA IOV AIMOLTOUVTOL ElvaL T akOAouBa:

- Aplotn yvwon tng AyyAkng yAwaooag. N'vwon tng eAAnvikig Ba BewpnBel mAeovékTnua.

- oAU kaAn yvwon Kal meipa otn xprion nAektpovikol umoAoyloth, MS Office

- MMponyoUpuevn Meipa OXeTIKA HE Ta KaBrnkovta tng 6éong Ba BewpnOel mMAeovEKTNHAL.

- AKEpALOTNTA  XAPOKTAPQ, EXEMUOELD, OPYOVWTIKA Kovotnto, UmneuBuvotnta,
npwtoBoulia kal euBukploia.

H katoxr mtuxiou oxetikoL pe ta kabrkovta tng ev Adyw B€ong Ba BewpnBel wg mAeovékTnua.
ATIOLTOUEVO KPLTAPLO: AHEPLKAVOC TIOAITNG, KAtoxog mpdoivng KAPTOG / HOVIUOG KATOLKOG

ALEPLKAG

Ta kaBrkovta Kat euBuveg tn B€ong eivat:
Xp£n WoLattépac ypappotéag Mpeofn
POUUATELOKA KOl OPYOVWTIKA kaBrkovta ouvadn He tn Asttoupyila NG AUTAWHOTLIKAG

AmootoAng mou Ba tng/Tou avatebBolv



Awaxeiplon Bepatwy Slamioteuong Kat TPWTOKOAAOU.
Omnola aMa ypadelakd kabrikovta nele Tou/tng avatebouv.

MwoBobooia

H pwoBodooia tng 6€ong kabopiletal cLUPWVA E TO YEVIKO CUOTNA KATATOENG TNG APUOSLAG
AwoknTikng Apxng tTwv HMA. O/n emutuxwv/ovca Ba tonoBetnBel otnv kAlpaka Grade 6, Step 1,
HE €TAOL0 akaBdpLoto pobod $47,789. Emunpoobsta Ba §00ei kat 1306 pobdc.

YrtoBoAn attoswv

Ol evbladepopevol pmopouv va uTtoAAouv aitnon amooTEANOVTAG TA TILO KATW HE NAEKTPOVIKO
Ttaxubpopeio otn StevBuvon accounts@cyprusembassy.net péxpt kot TG 16 Anpidiov 2023.

ErotoAn ékdpaong eviladépovtod.

Bloypadikd onueiwpa.

Avtiypado dapatnpiou.

Avtiypado moTomolnTikoU Adelag LOVIUNG TIAPAUOVHC OE TEPITTWON KN APEPLKAVOU TTOALTH.
AUO OUOCTOTIKEG €MLOTOAEG N UTOSelEn U0 ATOHWV Ao Ta omola pmopouv va {ntnbouv
OUOTOOELC.

INUELWVETAL OTL, HETAEU TWV AMALTOUPEVWY TILOTOTOLNTIKWY TepAapBavetal kat n umoBoAn
TILOTOTIOLNTIKOU AEUKOU TIOWIKOU UNTPWOU, TO omoio ylwa SdieukoAuvon twv unoPndiwv Ba
{NTnOel pévo o Tov emLTUXovTa.

Emonuaivetatl 6t n MpeoPeia tng Kunmplakng Anpokpatiag otnv Oudolyktov Ba KaAéoel o€
ouvevteuén tig/toug untoPridlec/oug mou mAnpoULV Ta KpLtrpla mou €xouv kaboplotel. Movo
0oec/oL Ba emtheyolv Ba evnuepwBolv S£6VTWG.

MNa meploootepe mMAnpodopieg punopeite va anotabeite otn Awoiknon otov aplOuo 202-462-
5772 (ext.: 4).
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