TERMS OF REFERENCE: 
RECEPTIONIST / SECRETARY
	JOB PROFILE
	JOB REQUIREMENTS

	JOB FRAMEWORK

Job Title :        Receptionist / Secretary
Job location :   Serbia 

                        EC Delegation in Belgrade

Group:          LA/IV - ADMIN. SECTION 
Post N :        2072
Situation:       vacant as from  01/11/2009
JOB CONTENT

Overall purpose :
Under supervision of the Head of Administration and in coordination with the Administrative Assistants, s/he will execute: Reception, Secretarial and Archive tasks.
Functions and Duties:
Reception tasks

Answering and transfer of phone calls.
Announce visitors.
Arrange VIP visitor's facilitation.

Liaise with sections for receiving and announcing visitors.

Secretarial tasks

VAT exemption (preparation and sending of VAT exemption forms).
Registration of incoming documents received by Delegation.
Liaise with Ministry of foreign affair's protocol service

Other tasks on instruction. 

Protocol contacts.
Visas and diplomatic cards for new officials and contract agents.
Archive tasks

Mail registration. 

Assistance in archiving and retrieving of documents.
All execution tasks requested to fulfil the functions and duties.


	EDUCATION & TRAINING
Completed second school degree. 

KNOWLEDGE & EXPERIENCE 
At least 3 years of experience in administration, archive or reception.
Knowledge of protocol (Vienna Convention) would be an asset.
Knowledge of EU background is an asset.
Working experience acquired in an international organization or embassy would be an asset.

SKILLS

Linguistic skills
Excellent English and local language. 
Knowledge of French and/or other EU languages would be an advantage.

Technical knowledge
Excellent knowledge of computer tools, spreadsheets, MS Office applications and Internet use.
Communication skills
Capacity to communicate clearly.

Good ability for concise reporting.

Interpersonal skills

Demonstrated ability to act with only limited supervision.

Good capacity to focus on priorities and to organise work to deliver on time. 
Good capacity to work in a multicultural environment and team.
PERSONAL QUALITIES

Flexibility to work under pressure and to respond quickly to new demands.
Commitment to assure quality, speed and accuracy in performing technical and procedural duties.
High degree of responsibility in handling the EC funding and regulations.
Commitment to perform to high professional standards in regard of delivery and presentation.



