Beijing

Vacancy Announcement
HEAS

The Embassy of Nepal in Beijing announces the vacancy for the post of Office
Assistant and is accepting applications from qualified Chinese nationals
fulfilling the following criteria:
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Academic qualifications: Bachelor’s Degree

English Proficiency: Fluent in written and spoken English and excellent
communication skills.

Experience: At least 2 years’ experience in similar field, especially in office
management and clerical tasks preferred. The applicant should have no
criminal record.

Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook)
and general office equipment.
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Other requirements:
i.  Strong organizational skills and attention to detail.

ii. Ability to prioritize tasks and work effectively under pressure.
iii.  Strong interpersonal skills

iv.  High level of professionalism, integrity, and confidentiality.

v.  Ability to quickly adapt to new tasks and changing priorities.
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Job responsibilities:

The Office Assistant needs to be efficient, amicable and proactive working as
a multi-tasker with the ability to handle various administrative and day-to-day
office activities as follows:

i.  Answer phone calls, schedule, coordinate and make arrangement for
meetings, appointments and events if necessary.
ii.  Assistin preparing documents, presentations and events to be hosted
by the Embassy.
iii. Assist diplomats in their daily office tasks and arrangements
including interpretation and translation.
iv. Maintain filing systems, both electronic and physical, ensuring their
proper organization.
v. Handle incoming and outgoing mail and packages.
vi. Provide administrative support to various departments, assisting
with regular tasks as needed.
vii. Manage office equipment, including resolving minor issues or
arranging for repairs.
viii. Coordinate office-related travel arrangements, including bookings
and itineraries, preparing invoices and others.
ix.  Assist with any other ad hoc tasks or special projects as assigned by
the Embassy.
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Interested candidates are invited to submit an application with a passport size
photograph and a copy of  Dbio-data in  English to
beijing@nepalembassy.org.cn before 7 July 2025.
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Salary Scale: 6000-6500 RMB / Month
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Only short-listed candidates will be called for an interview. Telephone calls
will not be entertained.
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Address:
Embassy of Nepal
No. 1, San Li Tun Xi Liu Jie, Beijing 100600
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