VACANCY/KENHX GEXH EPI'AXIAX

H Ipeofeia g Kunpraxng Anpokpatiog otnv Ovdotyktov (2211 R street NW, Washington DC
20008), déyeton artnoelc yio Anpmon piog (1) 0éong I'pagpéa/ AakTvAOYPAPOL LE OPOVE ETTOTION
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

- Aplom yvoon ¢ AyyAKNG YAOGGOS Kot dplotn yvoon e EAAnvikng yYAdocag.

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

- AxepondTnTa yopaKTnpa, ExENHOELN, OPYOVOTIKT IKOVOTNTA, VTEVOVVOTNTA, TPOTOPOVLAIL
Kol evBvkpioio.

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

KoOnkovta kot gvfoveg
- Ymoompi&n oty kabnuepvr| Aettovpyia g tpecPeiog
- Emwowovia pe 1o kowvd

- Erowoosio exBéoemv ko keévav
- Omowa dAAa kaBfKovta cuvaen e T Aettovpyia tng [pecPeiog nOele Tov/tng avatebodv

Mic6Bodooia

H webodocia g 0éong kabopiletor copemva pe To yevikd cOGTNUO KATATAENS TS OPUOSIOG
Aownrtikng Apyng tov HITA. O/m extuydv/ovca Ba torobetbei otnv khipaxo Grade 5, Step 1,
ue etoto akabaproto picdod $39.684.

YroBoAn autosmv

Ot evduopepdevol pmopovv va VTORAAOLY aiTNGT ATOGTEALOVTOG T TO KATM LE NAEKTPOVIKO
Toudpopeio otn devBvuven accounts@cyprusembassy.net péypt kon 11 3 Nogpppiov 2021
- Emotol ékgpaong evolapépovtog.
- Avtilypoaga amolvtnpiov Kol TIGTOTOMTIKAOV oKAONUOIK®OV 1 GAA®V TPOGOVIWV TOL
aVaPEPOVTOL TLO TAV®.
- Buoypagwo onpeiopo.
- Avrtiypago dwfatnpiov.
- Avo oVLOTATIKEG EMOTOAEG 1} LLOOEEN dVO atdU®V amd Ta omoio, pmopovv va {ntnhodv
GUGTAGELC.
- AguK0 TOWIKO PUNTPOO

e Aumoglg pumopodv va vmoPfdaiovv Apepikovol TOMTEC 1) KATOYXOL TPAGIVNG KOAPTOC/ UOVILOL
KéTotkol Apeptkng pe doeta epyaciag otig HITA.


mailto:accounts@cyprusembassy.net

H epyoddtnon atopmv Tov eV EUMITTOVY GTIG O TAV® KOTyopieg Kot yperdlovion Bempnon yo
eloodo otig HITA «kai epyoddtnon o¢ emtdno TPOoOMIKO, TEPLOPIfETOL YPOVIKE Oomd TNV
Apgpkovikn vopobesio ota 5 £tn (LEYIOTO YPOVIKO SAGTNU).

Dot téc N Exovieg GAAN otKovopKN 1) eumopikn dpactnprotnta otig HITA dev givar emAéEot.

AVTlypapo TOV GYETIKOV TIGTOTOUTIKAOV OKAOLUIKOV Kol GALDV cUVOQOV TPocsdVTOV Oo Tpémet
va vTofANBoOV emmpOcHeTa KO GE EVTLTN LOPPN KATA TO 6TAO10 TG cvvEvTevENC. ExnpoBeoun
vrofoAn aitnong N/kai aitnomn wov dev meprlapPdvel Ola Ta (ntovueva ototyeia dev Bo AneOel

VITOY.

Evnuépwon vroyneiov

Ot emieyBévteg vmoynolol Ba e€etacbodv Tpopopikdg H/Kor ypartde. Ot nuepounvieg twv
TPOPOPIKOV M/KOL TOV Yparmtdv eEetdoemv Ba kabopisbovv apydtepa Kot ot vroyneot o
evnuepmBoHv GYETIKA.

[N TeplocoTEPEC TANPOQPOPiES omoTeiveate ot Atoiknon otov apbud 202-462-5772 (ext.4).

The Embassy of the Republic of Cyprus in the United States (2211 R Street NW, Washington DC
20008) is recruiting a full-time 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 Embassy.
- Communication with the public.
- Writing of reports, summaries and other texts.
- Perform duties related to the Embassy’s work as directed

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 $39,684.

Submission of applications
Interested candidates should apply by submitting the following documents to
accounts@cyprusembassy.net by November 3, 2021.

- 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).
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