THE EMBASSY OF THE REPUBLIC OF CYPRUS ANNOUNCES TWO VACANCIES FOR THE
POSITION OF CLERK/TYPIST

The Embassy of the Republic of Cyprus in the United States (2211 R Street NW, Washington DC
20008) is recruiting two (2) full-time positions of Clerk/Typist under locally employed staff terms
and conditions.

Requirements
- Fluent in English and Greek, both written and oral.

- Proficiency in MS Office (Word, Excel, Power Point, Outlook).
- Integrity, discretion, organizational skills, good judgement, initiative and responsibility.

e University diploma relevant to the requirements of this position will be considered an
advantage.

Job Description

- Support in the day-to-day operation of the Consulate

- Communication with the public.

- Communication with governmental authorities in Cyprus
- Perform duties related to the Embassy’s work as directed
- Archive support

Eligibility
Applicants must be American citizens or legal residents with appropriate work authorization in
the US (green card holders).

Employment of non-U.S citizens or lawful permanent residents, who would be required to obtain
a visa to enter the US and work as local staff, is limited to 5 years in accordance with US
regulation.

Students or trainees in the US or persons engaged in other professional or commercial activity
are not eligible.

Remuneration

Salary is determined in accordance with the General Schedule (GS) Classification and Pay System
of the US Office of Personnel Management (Salary Table 2021-DCB). The successful candidate
will be placed on Grade 5 Step 1, with a gross annual salary of $42,870.



Submission of applications
Interested candidates should apply by submitting the following documents to

accounts@cyprusembassy.net by April 16™, 2023.

- Letter of interest.

- Copies of diplomas.

- Detailed resume / CV.

- Copy of a valid passport.

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

- Certificate of a clear criminal record

Hard copies of diplomas and other qualifications must also be submitted at the time of the
interview. Applications submitted after the deadline or not supported by the required
documentation will not be considered.

Informing of candidates
Shortlisted candidates will be invited for an interview and/or written test. The dates of the

interviews will be announced at a later stage and candidates will be informed accordingly.

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

AYO KENEZX OEZEIZ EPTAZIAL TPADEA/AAKTYAOTPADOY

H MpeoPeia tng Kumplaknig Anpokpatiog otnv Ouaotyktov (2211 R street NW, Washington DC
20008), 6éxetal attnoelg yla mAnpwon dvo (2) Béoccwv Mpadéa/Aaktuloypadou pe OpouUG
ETUTOTILOU IPOOWTILKOU yia AR PN anacxoAnon. H epyoddtnon Ba yivel cupdwva pe Tig Odnyieg
yla tnv ArtacxoAnon kot toug Opoug Yninpeoiag tou Emttoniov Npoowrikol Twv AUTAWUATIKWY
AnootoAwv tn¢ Kumplakng Anpokpatiag oto EEwteptko.

Anattouueva mpooova
- Aplotn yvwon tng AyyAlkAG YAwooog Kot apLoth yvwaon tng EAANVIKAG yAwoooc.
- lkavotnta xpriong nAektpovikwyv untoAoylotwv (MS Office, Word, Excel KtA).

- AKEpPALOTNTA  XOAPOKTAPQ, EXEMUOELD, OpYyavwWTIK Kavotnta, umeubuvotnta,
npwtoBouAia kal euBukploia.

e H KaToxN MOVETLOTNULAKOU TITAOU OXETIKOU UE Ta kaBrikovta tng 6€ong Ba BewpnOel
TIAEOVEKTN QL
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KaBnkovta Kot EUOUVEC

- ANewtoupyla mpogeveiou

- Emkowwvia pe To Koo

- Emwowwvia pe Tig ApXEG TnG Anpokpartiag

- Awatpnon apxeiou

- Alekmalp€waon MPOLEVIKWY QLT OEWV

- Omowa aMa kabnkovta cuvadn He tn Aswtoupyia tng MNpeoPeiag nBele tou/ing
avatebolv

MioBodoaia

H pwoBodooia tng 6€ong kabopiletal cUUPWVA PE TO YEVIKO OUOTNHA KOTATAENG TNG apoSLag
AoknTikAg Apxng tTwv HIMA. O/n emutuxwv/ovoa Oa tormoBetnBel otnv kKAipaka Grade 5, Step 1,
HE eToLl0 akabdploto pobo $42,870.

YrtoBoAn attoEwv

Ol evélLadepopevoL umopouv va UTIoBAAOUV aitnon amooTEAAOVTAC TA TILO KATW HE NAEKTPOVIKO
taxubpopeio otn SlevBuvon accounts@cyprusembassy.net péxpt kot TG 16 Anpthiov 2023.

- EmotoAn ékdpaong evoladpEpovtog.

- Avrtiypada amoAutnpilwv Kal MLOTOTONTIKWY akKadnuaikwv i GAAwV TPOCOVIWV TToU
avadEPOVTaL Lo TAVW.

- Bloypadiko onpeiwpa.

- Avrtiypado Sdapatnpiou.

- AUO CUOTOTIKEG EMLOTOAEG 1 UTIOSELEN SUO ATOUWV OO TA omola popoLVv va Intndouv
OUOTAOELC.

- NEUKO TTOWVLIKO UNTpWo

Avtiypada TwV OXETIKWV TLOTOTOWNTIKWY akadnuaikwyv kal dAAwv cuvadwv mpocoviwv Ba
Tip€nel va. umtoBANBoUV emumpdobeTa Kal o Eviumn popdn KATA TO OTASLO TNG CUVEVTEUENC.
ExknpoBeoun umoBoAn aitnong r/kat aitnon mouv dev nepthapPfavel OAa ta {ntolEVa oToLXEld
bev Ba AndOel umoyn.

Awtioelg umopouv va uroBdaAouv Apepilkavol TOAITEC i} KATOXOL MPACLVNG KAPTAG/UOVIUOL
KAToLKOL APEPLKAG HE adela epyaciag otig HMA.

H epyod0Tnon atopwv mou 8V EUTUTTOUV OTLG TILO TTAVW KATNyopleg Kal xpetalovral Bswpnon
yla €icodo otig HMA kot epyoS0TNoN WC EMITONMIO TPOCWTILKO, TIEPLOPLIETOL XPOVIKA OO TNV

Apeplkavikr vopoBeoia ota 5 €tn (LEYLOTO XPOVIKO dlaoTnua).

DottnTég 1 €xovteg AAAN oKoVoULKA R eumoplkn Spaoctnpldtnta otig HMA Sev eival eAe§ oL
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Evnuépwon unoyndiwv
O emlexBevteg unoPrdlol Ba e€etacBolv mpodopkws f/kat ypoarmtws. Ol NUEPOUNVIES TwV
npodoplkwy R/kat Twv ypamtwy eéetdoswv Ba kaboploBolv apyotepa Kal oL urtoPrdlol Ba

EVNUEPWOOUV OXETIKA.

Mo meplocotepeC MANPodopieg amoteiveote otn Aloiknon otov aplBuo 202-462-5772 (ext.: 4).



