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The Mission of the International Committee of the Red Cross (ICRC) in IRAN

Vacancy Announcement

IC RC is seeking to fill the following vacant position in Tehran:

Main responsibilities

Receptionist

#* Performs general secretarial duties independently
# Drafts and types routine correspondence
# Agenda keeping and various office work

#* Translates simple documents
# Handles the reception of visitors by welcoming and orienting them to the appropriate department
# Handles switchboard operations

Minimum required knowledge & experience:

# University degree or professional diploma
# 3 - 5 years work experience in a similar field

#* Very good computer skills

# Fluent in spoken and written English and Farsi
# Excellent verbal and written communication skills
# Ability to multi-task and work under pressure

# Ability to anticipate and plan, organized, autonomous, meets deadlines, team player, shows initiative, flexible
# Knowledge of humanitarian affairs, and working experience with an international organization is an asset
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It should be noted that the position might require travelling (on mission) outside and inside the country.

All interested applicants should submit a letter of interest and a résumé in English to the following email address:

teh_hr_services@icrc.org

ALL submissions MUST be received by the closing date of 19 May 2017
Please be informed that only shortlisted candidates will be notified for further process.
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