Position Vacancy Announcement

The United States Agency for International Development (USAID) is seeking applications from Bangladeshi nationals for a File Clerk/Secretary in a challenging, results-oriented and team-based work environment.  Principal functions are two-fold: (1) Incumbent will manage the Office of Regional Acquisition and Assistance (RAA) files, provide duplicating services, and substitute for the RAA Secretary in his/her absence.  (2) S/he will provide secretarial coverage for the Executive Office (EXO) and other offices in absence of their secretary, provide secretarial support to the EXO Secretary, and assist the Human Resources (HR) staff in entering data into software programs. The work schedule will be three days in RAA and two days in EXO.  S/he establishes, maintains, and updates files following the USAID procedures and practices.                                                                     
Desired Qualifications and skills

Completion of secondary school is required.  One year of formal secretarial training and computer training is required.  A minimum of three years of filing experience and one year of secretarial/clerical experience is required.  Must have good working knowledge of filing procedures.   S/he will demonstrate skills/abilities in using MS Word and Excel and 40 words typing speed per minute is required.  Should be familiar with state-of-the e-mail communications such as Microsoft Outlook.  Familiar with basic PC and network functions, operations and techniques.  S/he is required to have a good working knowledge of both written and spoken English and Bangla.  Incumbent should be able to prepare correspondence and standardized reports, and to communicate effectively with English speaking staff members.
To Apply

Interested applicants must submit a resume along with a cover letter stating level of education, experience, technical skills, etc. that describes key experiences and perspectives that qualify them for this position.  Please submit to the Human Resources Section, GPO Box 2593, Ramna, Dhaka-1000, no later than January 15, 2004.  Applications received beyond the date specified will not be considered. Only short-listed candidates will be notified. 

