Asian Development Bank

Kyrgyz Republic Resident Mission (ADB KYRM)
is seeking applications to fill a long-term position of a

RECEPTIONIST/ADMINISTRATIVE ASSISTANT
With excellent English skills and computer knowledge

Description of Responsibilities

e be responsible for receiving all visitors to KYRM

e show courtesy invariable and to respect the
business partners and visitors to the KYRM
provide routine typing services as requested
take care of correspondence as requested
set up appointments as requested
administer pouch to and from HQ
answer phones and direct calls to appropriate
staff
e provide any other office assistance of routine

nature

Selection Criteria
Specific criteria include:
e undertake the responsibilities mentioned at the
required level
bachelor's degree
minimum of two years relevant experience in
international agencies preferred
o excellent writing and speaking skills in English
e good interpersonal skills and ability to work with
individuals from different cultural/national
backgrounds
e good computer skills
The Employer retains the discretion to set a one month
probationary period.

Send application quoting ADB KYRM Receptionist by 27
January 2020 to:

Country Director, Kyrgyz Republic Resident Mission,
Asian Development Bank, 21, Erkindik Blvd, 6" Floor,
Bishkek, Kyrgyz Republic
fax: +996 312 986 761, email: aaskarbek@adb.org
Due to large volume of applications, ADB will contact
shortlisted candidates only.

www.adb.org

MocTtossHHOMY NpeAcTaBUTENbLCTBY A3MaTCKOro
6aHka pasButus (Moctnpeacrtso ABP) B Kbiprbiackon
Pecny6nuke
TpebyeTtcs
CEKPETAPb/AOMUHUCTPATUBHbLIA ACCUCTEHT
C OTJIUYHBIM 3HAHMEM AHITIMACKOTO A3bIKa U OMbITOM
paboTbl Ha KOMMblOTEPE (Ha ANUTENbBHbIA CPOK)
O6s3aHHOCTHK:
e [pUWeM ¥ perncTpauusi noceTuTenen
MocTtnpenctea
e y4yeT KOPPECNOHAEHUUN N QUNNOMaTNYECKON
noyThl wWrab-keapTupbl ABP
e OpraHusauus BcTpeY
npvem TenedoHHbIX 3BOHKOB
KOMMbIOTEPHbI HAbop JOKYMEHTOB (npwu
HeobxooMMocTK)
e OMOLLb B OpraHM3aumm noBcegHEeBHOM OOMCHON
paboTbl
TpeboBaHusA:
e  OTBETCTBEHHOCTb, CMIOCOBHOCTL YETKO
UCMNOMHATL CBOM 06513aHHOCTYU
e  BEXNUBOCTb W YBaXeHWE K AeroBbIM NapTHepam
1 noceTnTensam
AUNmom yHuBepcuTeTa (cTeneHb 6akanaspa)
COOTBETCTBYIOLMI ONbIT paboTbl HE MeHee 2 neT
B MeXAyHapOoAHOW opraHv3auum- NpenMyLecTso
e MONOXWUTErbHblE NMMYHOCTHBIE KAYeCTBa,
KOMMYHMKaTUBHbIE HaBbIKM U CMOCOBOHOCTb
paboTaTb C NpeacTaBUTENSIMU Pa3fIUYHbIX
KynbTyp/HaLMOHaNbLHOCTEN
PaboTogartens octaBnsieT 3a cobow npaBo OAHOro
MecsLa UcnblTaTenbHOro cpoka.

3asBku ¢ nomeTkon «ADB KYRM Receptionist» He
nosagHee 27 sHBaps 2020r. oTnpasuTb NoO agpecy:

DOunpexTopy Moctnpeactea ABP, Kbiprbi3ckas

Pecny6nuka, 720040, r. Buwkek, 6ynbBap SpKMHAOUK,
21, BusHec ueHTp OpunoH, 6 aTax, fax: +996 312 986
761
Email: aaskarbek@adb.org

B cBs3n ¢ 60nbLINMM KONMYECTBOM NOCTYMAOLLIMX
3asaBneHuin, ABP cBsixxeTcs TONbKO C KaHaAnaaTamm,
npoLleaLwnM1 NpeaBapuTenbHbIA 0TOOP B KOPOTKUN

CMUCOK.

www.adb.org




