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The International Committee of the Red Cross (ICRC) delegation in the Republic of the Union of Myanmar is an independent, impartial
and neutral humanitarian organization. The ICRC undertakes humanitarian activities in various regions of the country and promotes
international humanitarian law and universal humanitarian principles.

ICRC

The ICRC is looking for suitable candidates to fill the following vacancy:
Administrative Assistant (WATHAB)

Reference Number: WATHAB_MYI_2019001

To be based in Myitkyina with frequent travel to Kachin State.

ICRC

Duties and Responsibilities

= You will responsible for the well-functioning and well-running of the office
management
(E.g. reception, stationary, library, inventory and maintenance requests).

= You will liaise with other departments for all administrative matters related to
project.

»  You will perform various office works such as typing, filing, mail preparation and
distribution, photocopies, updates of lists, requisition orders.

= You will assist the staff in compiling project documents, archiving documents and
electronic files,

=  Furthermore, you will assist in the preparation and organization of events such as
seminars and trainings.

= You will help the Geographic Information System (GIS) officer to perform data
management tasks and assist in developing and maintaining database management

What we offer

*  We offer an employment contract of 12 months with the possibility of extension.

=  Fair compensation package including, for example, medical coverage and
transportation allowances.

= Various training opportunities to develop and strengthen the quality of the services
provided to our beneficiaries as well as to support our staff members’ professional
and personal development.

All applications should include an updated CV and a cover letter expressing your motivation
working with the ICRC and in the vacant position in English language. Your application should
include contact details of three professional referees minimum, as well as your salary
expectations.

systems. Please send your application no later than 27 June 2019. Interviews are expected to take place
*  You will translate and prepare correspondence from/to English and Myanmar within 2 weeks days after the application closing date.
language.

= As part of your administrative and financial responsibility, you will prepare invoice
claims and budget follow up.
Requir file

You can also submit your application via mail to:

yan_hr_recruitment_services@icrc.org

= |t is required to have a high school / secretary diploma or a degree in a relevant
discipline.

*  You should have first work experience in the relevant field and proven ability to
organize tasks and meet deadlines.

= You should have good computer skills with profound practical knowledge of
Microsoft Office and proficiency with Excel or other database software is a clear asset
for this position. Or

=  You should feel confident in managing administrative work and coordinating with
various counterparts.

=  Youshould be a stable and robust character, and a good team player.

= You should have excellent communication skills and fluent in written and spoken
English and Myanmar language.

=  Previous ICRC experience is a strong asset.

ICRC - Human Resources Department
No.2(C)-5, Kaba Aye Pagoda Road
8th Mile, Mayangone Township
Yangon

Aye Aye Khaing

ICRC Sub Delegation Myitkyina- Human Resources Department
448, Myay Myint Ward, Lane 13,

Myitkyina, Kachin State.
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