VACANCY/KENHX GEXH EPI'AXIAX

H Ipeofeia g Kvnpraxng Anpokpatiog otnv Ovdotyktov (2211 R street NW, Washington DC
20008), déyxetan artnoelg yo TAnpwon pag 0éong I'papéa/Aaktoloypdeov e 6povg enttonIOn
TPOCMOTIKOL Yoo TANPY amacydinon. H epyoddtnon Oa yiver coppwva pe tig Odnyieg yo v
Amacydinon kot toug Opovg Ymnpeosiog tov Emutémiov Ilpocomikod tov AMAOUATIKOV
Amoctordv T Kumpraxng Anpoxpatiog oto EEmtepiio.

Amoutovueva Tpocovo

- Apiom yvoon ¢ AyyAKNG YAOGGOS Kot dplotn yvoon e EAAnvikng YAdocag.

- Ikovotnra ypriong niektpovikdv vroroyiotdv (MS Office, Word, Excel kt)).

- AxepatdTnTa XOPOKTHPO, EXENHOELN, OPYOVOTIKN IKOVOTNTA, VTELOVVOTNTA, TPMOTOPOLAIN
Kol evBvkpioio.

e H xatoyn movemotnuiokov Tithov oyeTkob pe to kadnkovra g 0¢ong Ba Bewpndel
TAEOVEKTILOL

KoOnkovta kot gvfoveg
- Aguovpyia mpoeveiov
- Emwowovia pe 1o kowvd
- Emwowovia pe 1ig Apyég g Anpoxpatiog
- Awrfpnon apyeiov
- AleKTopEmoT TPOEEVIKMDY QUTHGEDV
- Omowa dAAa kaBnrovta cuvaen pe ) Asttovpyia g [pecsPeiag nBere Tov/ng avatebodv

Mic6Bodooia

H webodocia g 0éong kabopiletor copemva pe To yevikd cOOTNUO KATATAENS TS OPUOSIOG
Ao tikng Apynfc tov HITA. O/m exttuy@v/iovoa Ba torofetbei otv khipaxa Grade 5, Step 1,
e etoto akabapioto piodo $42,870.

YroBoAn cutosmv

Ot evdapepopevol umopoHv vo LTOPAAOLY aiTNoN AMOGTEAAOVTOS T TTO KATM LE NAEKTPOVIKO
Tayvopopeio otn devhuvon accounts@cyprusembassy.net péypt ko tic 31 Maiov 2023.
- Emotol ékgpaong evolapépovtog.
- Avtilypoaga amolvtnpiov Kol TIGTOTOMTIKAOV oKAONUOIK®OV 1 GAA®V TPOGOVIWV TOL
avaPEPOVTOL TTLO TAV®.
- Buoypagwo onpeiopo.
- Avrtiypago dwpatnpiov.
- Avo oVLOTATIKEG EMOTOAEG 1) LLOOEIEN dVO atdU®V amd Ta omoio. propovv va {ntndodv
GUGTAGELC.
- Agvko TOWIKO UNTPdO



mailto:accounts@cyprusembassy.net

AVTiypopo TOV GYETIKOV TIGTOTOUTIKMOV OKOONLOTK®V Kot GBALDV GUVOQOV TPOGOVTMOV O Tpémet
va vToPANBoOV emmpOcHeTa KO GE EVTLTN LOPPN KATA TO 6TAd10 TG cvvEVTEVENC. ExnpoBeoun
vrofoAn aitnong N/kai aitnon wov dev meprlapuPdvel 0o ta {ntodueva otoryeia dev Ba AneOel

voy.

Aumoelg pumopovv va vroPdrovv Apepikavoi moAiteg M KATOYOL TPAGIVIG KAPTOC/ LOVIHOL
Kdroucot Apepikng pe doswa epyaciog otig HITA.

H epyoddtnon atopmv mov eV EUMIMTOVY GTIG O TAV® KOTNyopieg Kot yperdloviat Bempnon yo
eloodo otig HITA «kai epyoddtnon g emTOMIO0 TPOoOMIKO, TePlopileTor ypovikd amd tnv
Apgpkovikn vopobesio ota 5 £tn (LEYIOTO YPOVIKO SAGTNUE).

Dortntéc M Exovieg GAAN oKoVopIKN 1) epmopikn dpactnprotnta otig HITA dev givor emAéEyot.

Evnuépwon vroyneiov

O emheyBévteg vmoynool Ba e€etacBodv mpopopikds /Kot ypamtdc. Ot nuepounvieg twv
TPOPOPIKOV M/KOL TOV Ypantdv eEetdoev Ba KabopioBovv apydtepa Ko ot vroymelot Ba
EVNUEP®BOVV GYETIKA.

[N meprocdTEPEC TANPOPOPieC amoteiveste otn Atoiknomn atov aplud 202-462-5772.

The Embassy of the Republic of Cyprus in the United States (2211 R Street NW, Washington DC
20008) is recruiting a full-time position 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 visato 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 2023-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 May 31%, 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.
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