	JOB PROFILE
	JOB REQUIREMENTS

	JOB FRAMEWORK

Job Title:
Secretary
Job Location:
Delegation Seoul, South Korea
Area of Activity:
Any Section
Category:                LA (Local Agent – group IV)

JOB CONTENT

Overall purpose:

Under the authority of the Head of Section, to provide general assistance and secretarial support to the Section but might be requested to give assistance to other sections.
Functions and Duties:

· To draft standard correspondences for the section.

· To receive mail, as well as to process outgoing communications for the section.

· To receive and screen incoming phone calls for the section.

· To establish and maintain an organized filing system for the section, assuring easy retrieval of pertinent documents and also to maintain the archives as directed by the Head of Section.
· In the absence of the receptionist (lunch, annual leave, sick leave...), on a rotational basis with all Delegation’s secretaries, cover the Delegation’s reception.

· To undertake any other assignments that may be required, in view of the efficient functioning of the Delegation.

· To research information (e.g. on the Web, Intranet …).

· To update of database.
	EDUCATION AND TRAINING

Secondary school.
EXPERIENCE

He/she must have at least 3 years experience as a Secretary, preferably in international organizations.

KNOWLEDGE

Specialist Knowledge (know what)
· Solid secretarial knowledge

· High sense of responsibility

· Good coordination skills

· Sensitivity to diverse cultural environment. 

Technical knowledge (know how)
· Computer literate (knowledge of Word processor, Excel, spreadsheet, databases, PowerPoint, internet, etc.)

· Can operate office equipment such as fax, scanner, photocopying machine, etc.

· Archives skills

SKILLS

Linguistic skills 

· Must be fluent in speaking, reading and writing in English and Korean.
· Knowledge of French is an advantage.

Communication skills

· Capacity to communicate clearly, presenting complex matters in an understandable manner, both orally and in written form.

· Ability to develop contact and to communicate confidently with colleagues and important external contacts.

Interpersonal skills
· Multicultural team work skills
· Ability to support in building cooperative working relationships with other sections.
· Hospitable personality
Intellectual skills

· Ability to identify and analyze key points in verbal and numerical information and to evaluate alternatives objectively.

· Capability to clearly and effectively process and put into action ideas and approaches.

Management skills

· Capacity to focus on priorities and to deliver duties timely.

PERSONAL QUALITIES

· Ability to work under pressure and to respond quickly to new demands

· Commitment to assure quality, speed and accuracy in performing duties

· Initiative and responsibility

· Multicultural teamwork ability

· High flexibility




