



FOR IMMEDIATE EMPLOYMENT





SECRETARY


 


The U.S. Agency for International Development (USAID/Philippines) has an immediate need for a Secretary, assigned under the Office of Economic Development and Governance (OEDG).  The incumbent provides entire range of secretarial and administrative support to the Economic Growth and Mindanao Teams in the Office of Economic Development and Governance (OEDG). Serves as principal contact and source of information for the team, and internal and external counterparts such as Government agencies, development partners, non-government organizations, and implementing partners related to event attendance, scheduling of appointments, coordinating submission of agreements, correspondence and/or reports.  Backstops the Lead Secretary as needed to provide assistance to other Office team members.








The candidate must meet the following Evaluation Criteria:





* Education (10%) Completion of a college degree in a field related to office administration is required.  





* Work Experience (15%) Minimum of three (3) years progressively responsible secretarial and clerical experience is required. At least some of this experience should have been with an international or other organization where English is routinely used in the workplace. Prior development related work experience with non-governmental organizations (NGOs) or donor organizations preferred.       





* Job Knowledge (15%)  Basic knowledge of preparing office communication, file management, travel arrangement, organizing meetings and conferences.





* Skills and Abilities (30%) Must have good organizational and planning skills, and the ability to multi-task in an office-management work situation. Proficiency in the use of computers (Microsoft Word, Excel, Outlook, Powerpoint, e-mail, internet, etc.), and excellent interpersonal skills are required.	





* Communication Skills (30%) Level IV English ability is required. An excellent command of English (both written and oral) is essential.








The compensation package includes mid-year and year-end bonuses, health and life insurance, and a supplementary retirement plan.  The salary will be negotiated based on a combination of the candidate's salary history and of the organization's pay plan.   





Note: USAID reserves the right to reject any and all applicants. Only short-listed candidates will be notified.  








Application letter and comprehensive resume must be received no later than November 15, 2013 at:


Human Resources Division, P.O. Box EA 423 1000, Ermita, Manila or via email at � HYPERLINK "mailto:aidmnlhr@usaid.gov" �aidmnlhr@usaid.gov�








