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OLYMPIC AND PARALYMPIC ASSISTANT,   BEIJING

The New Zealand Embassy in Beijing is looking for a skilled and enthusiastic person to join its team in preparation for the Olympics and Paralympics
This is a TEMPORARY, locally-employed staff (LES) position.  The position will be for six months from mid-March to mid-September 2008.  The successful applicant will need to meet his or her own travel costs to Beijing and all accommodation, medical, taxation and other costs associated with living in China. 

Key tasks:

· Work with Embassy staff to provide support for the New Zealand Olympic and Paralympic teams and for the New Zealand Olympic Committee 
· Participate in Embassy planning for the Olympics and associated events
· Assist with arrangements for visiting delegations and special functions
· Provide backup for the provision of consular services, including assistance to distressed New Zealanders.

· Support Embassy dealings with Chinese and New Zealand media.

· Monitor Chinese news sources (internet, newspaper and other publications), and liaise with other embassies for information on Olympic developments of importance to the embassy and prepare translations or summaries as appropriate
· Administrative services including interpretation and translation services. 
.
Applications should include a covering letter, curriculum vitae (resumé) and a self-assessment against the following selection criteria:

· High degree of oral and written Mandarin Chinese and English.

· Good knowledge of New Zealand

· Well organised.  Able to work independently and manage workloads to achieve objectives.  
· Shows initiative. Able to independently progress work on delegated tasks.  
· Well-developed interpersonal skills. Able to work effectively with other team members, flexible and adaptable.  
· Familiar with the working environment in China, especially with the Chinese government system.  

· Be a person of good character (the successful applicant will undergo a security check).
· Developed computer skills.
· Hold a relevant tertiary qualification.
· Previous working experience.
Please complete your application in English and forward (preferably by email) to:
 

Jackie Blackie
First Secretary (Administrative and Consular Affairs)
New Zealand Embassy, Beijing
No. 1 Ritan Dongerjie, Chaoyang District
Beijing 100600,
CHINA
Fax : (8610) 6532-4317
email:  enquiries@nzembassy.cn 
 

Applications close 13 January 2008.  Only short-listed applicants will be contacted.
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