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I'ENIKO ITPOZENEIO KYITPIAKHEX AHMOKPATIAX
CONSULATE GENERAL OF THE REPUBLIC OF CYPRUS
15 West 38" Street, Floor 11, New York, NY 10018
Tel.: +1 (646) 905-1141/43 - +1 (212) 686-6016/17
email: nyconsulate@mfa.gov.cy

VACANCY ANNOUNCEMENT FOR A POSITION OF CLERK/TYPIST

The Consulate General of the Republic of Cyprus invites applications for the full-time position
of Clerk / Typist under locally employed staff terms and conditions.

Duties and Responsibilities

The position covers all the duties and responsibilities of an assistant Consular Officer, including
the day to day operations of the Consulate, communication and interaction with the public, as
well as maintaining a properly functioning archive. Other duties may include contributing to
special events of the Consulate, organizing official visits, managing Social Media accounts, and
generally working in a closely knit team with other members of the Staff and the Consul
General.

Qualifications

e Fluency in English, written and oral, with Greek considered an advantage.
Proficiency in MS Office.

Appropriate U.S. work authorization.

Integrity, discretion, organizational skills, sound judgement, initiative, responsibility.
Excellent interpersonal skills

University diploma is an advantage.

Prior work experience.

Clean Criminal Record

Remuneration

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). Annual Salary:
$44,057 (Grade 5 Step 1). Other benefits include Health Insurance Coverage, and 13" Salary.

Interested applicants should send a cover letter and CV in English, which should include
contacts for 2 references, to the following email: nyconsulcy(@gmail.com by the end of
business on 10 March 2023.

Only short listed candidates will be notified and invited for an interview. Candidates invited for
an interview will be expected to provide relevant qualifications during the interview.
24 February 2023
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I'ENIKO ITPOZENEIO KYIIPIAKHX AHMOKPATIAX
CONSULATE GENERAL OF THE REPUBLIC OF CYPRUS
15 West 38" Street, Floor 11, New York, NY 10018

Tel.: +1 (646) 905-1141/43 - +1 (212) 686-6016/17
email: nyconsulate@mfa.gov.cy

KENH OEXH EPTAXIA TPA®EA/AAKTYAOTI'PA®OY

To I'evikd [po&eveio Kumprakng Anpokpatiog otn Néa YOpkn d€xeTon atnOELS Yo TANPOOT
piag Béong I'pagéa/ AakToAOYPAPOL e OPOVS EMTOTIOV TPOSHOTLKOV Y10, TANPT ATAGKOANGT, LE
toug Opovg Ynnpeoiog tov Emtomiov [lpocmnkod tov ATA@HaTiKOV ATOGTOA®DY TNG
Kvunpaxne Anpoxpatiog oto EEwtepiio.

KaOnkovta kot £v00veg
o Zmpi&n g kabnuepwvig Aettovpyiag tov 'evikov [Ipo&eveiov.
e Emwovovia e 10 Kowo.
e  Allo koBnkovta cuvaen pe T Agttovpyia Tov [Ipo&eveiov

ATIOITOVIEVE TTPOTOVTO,
e Aptot yvoon s AyyAung (I'voon EAAnvikav o OempnBel mieovéxtnar)
e T'voon MS Office
e Awaiopa epyasiog otig HITA.
o AkepordTnTO XOPOKTNPA, EXEUVOELN, OPYAVAOTIKEG IKAVOTNTES, VIIELOLVOTNTA,
npwtoPoviio kot evBukpicio.
Enayyelpotwkn meipa. (TTavemotnpioxog tithog Ba Bewpnbel mheovéknua).
e Agvko Iowwod Mntpwo

Mic0Oodocia

H peBodocia kabopiletar cOHppmva pe 10 yeVIKO GOOTNHO KATATAENG TNG ApLOdLaG ALOTKNTIKNG
Apyng tov HITA. O/m emroyov/ovca Oa tonobemOel otn khipaxa Grade 5 Step 1 tov Personnel
Management (Salary Table 2023-DCB), pe etfioto akabdapioto picdod $44,057 (Grade 5 Step 1).
Eniong mpocpépetar latpogappakentikn kdivyn kot 13° ueboc.

O gvoro@epopevorl pmopovv va vrofdrovy aitTnon arocsTELLOVTOS EMGTOAN EKQPPACS
EVOLOLQEPOVTOG, Broypagiko onueiopno, oToLyEio ETIKOIVOVING 2 ATONMOV Y10 GVGTACELS, OTO
NAekTpovVIKO Tayvdpopeio nyconsulcy@gmail.com péxpt ) 10 Maptiov 2023.

Yroymoeiot mov Ba kp1Bovv katdAAniot Ba Adfovv TPOGKANOT Yo GUVAVTNGN LE TN EXLTPOTN
a&loAoynong. Yroynerot mov Oa tpookAnBovv 6e GUVAVINGN OVOUEVOVTOL VO £XOVV T GYETIKA
OTTOOEIKTIKA GTOLYELD Y10, TOL TPOGOVTA TOVG,.

24 ®eppovapiov 2023
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