REQUEST FOR AUTHORISATION TO PUBLISH
[bookmark: _GoBack]For internal purposes: Job Description for Group 3. Secretary
 Employer
	EU Delegation
	Cambodia

	Location
	No. 100A, Preah Norodom Boulevard, Chaktomuk, Daun Penh, 12207, Phnom Penh. 



Job description
	Group
	LA 3

	e-Del-HRM and Sysper2 references
	47047 - 132058

	Section in the organisation chart
	Cooperation Section

	Next hierarchical superior (who to report to)
	Head of Cooperation Section

	Working hours
	Full time

	Working environment/conditions 
	Multicultural environment, possibility of in-country and regional missions

	Job objective
	To provide Secretarial and Administrative Support to the Cooperation Section

	Main Tasks 
	· Day-to-day management of the secretariat of the cooperation sector and, in particular, provide support to the team handling Agriculture, Education, and Industrial Value Chain. 
· Preparation of outgoing correspondence including use of mail management software
· Timely management of files for internal circulation; general documentation and  those related to the project contracts 
· Data entry into project management databases
· Management of the shared electronic Cooperation calendar including booking meetings, coffee and driver requests
· Preparation of meeting minutes, as appropriate, in particular for (joint) sector meeting;
· Maintenance of the shared Cooperation Section list of contacts
· Supporting the organization of Cooperation events, workshops and meetings (invitation list/logistics/documents/processing of representation budget paperwork)
· Assisting with the organization of missions (schedules, logistics)
· Document distribution and filing (both electronic and hard copy)
· Assist staff in using Ares and provide Ares training to new staff;
· Dealing with and follow-up telephone enquiries Protocol advise
· Backup another secretary in the Cooperation Section; and during absences the archivist
· Other secretarial and administrative tasks which may be assigned by the Head of Section or the Head of Delegation

	Personal skills  
	Highly motivated and well organised. Good team player and service-minded at all times. Capacity to work autonomously while asking for advice when required. Stress resilient, sense of initiative, strong ownership and punctual.  

	Specific physical requirements (if any)
	None  



Job specifications
	
	Compulsory minimum requirements
	Assets

	Qualifications 
	· High School Diploma or equivalent (BAC II)
http://www.toutlanglais.com/vocabulaire/fiche-de-vocabulaire-sur-les-diplomes-degrees/
	· University Diploma
· Further secretarial training


	Professional experience 
	· At least 3 years previous experience in a support capacity
· Previous experience working in a multicultural environment
	· Capable of drafting standard official correspondence in English
· Excellent communication skills with external and internal contacts
· Able to work as a team member
· Capable of producing high quality results within often tight deadlines
· Attention to detail and accuracy. 

	Knowledge of languages  
	· Fluent in Khmer
· Very good English (ability to understand B2 or equivalent, ability to read B2 or equivalent, ability to write B2 or equivalent), see European language levels - Self Assessment Grid)

	· Knowledge of French

	Knowledge of IT tools
	· Good knowledge of commonly used programs such as Outlook, Word, Access, Excel, PowerPoint
	· Knowledge of some social media and SAP-based corporate management systems
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