
Vacancy Announcement

(Published on January 05, 2026)

The Embassy of Nepal is seeking applications for the following vacant position to be fulfrlled on contract basis

fextefldable). All interested individuals are reouested to send their aoolication at aDDlv(Aneoalembassvusa.ors no later

thanJanuary 72,2026.

Office Assistant

Duties and Responsibilities:

1. Provide proactive, cordial and gracious responses to general consular related inquiries received via telephone

calls, emails and in-person.

2. Prepare general letters telated to consular service such as citizenship renourlcement, driving license, Ttavel

Document,Jl $7aiver, attestation, visa and submit it to Consular Officer.
3. Facilitate collection of NRN Card application and Passpott issuance as well as maintain proper records.

4. Accord necessary support and assistance to the Diplomatic Staffs of the Mission in planning, managing and

executing officials eveflts approved by the Mission.

5. Assist in timely update and management of official website.

6. Report to Administration/Consular offrcer daily, monthly and annually.

7. Execute a[ other clerical tasks as per the rules and regulations of the Embassy.

Skills and Qualification:

Documents Required:

As per the nrle of the Embassy

Selection Method:

Salary:

,q+

ffi$-


