AUSTRALIANC
Shanghai

DEPARTMENT OF FOREIGN AFFAIRS AND TRADE

VACANCY

The Department of Foreign Affairs and Trade (DFAT) section of the Australian Consulate-General
Shanghai has a vacancy for a locally-engaged staff member to fill the following position:

® Driver and Administrative Assistant (LE1)
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Applications are open to Chinese national only.
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Your application should include:
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® a 1-2 page pitch of no more than 750 words telling us how your skills, experience and
qualifications makes you the best candidate for this opportunity
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e curriculum vitae; and
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e contact details for two work-related referees

PIAS TARERE AR R 77 20 (e AR DART B ) 328

Applications close at 5Spm on Wednesday 22 March 2017, and should be emailed to
acgshanghai.recruitment @dfat.gov.au. (Please do not send enquiries to this address.)
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Enquiries can be directed to Ms Teresa Dai teresa.x.dai @dfat.gov.au and +86 21 2215 5262.
U 5E 1Al B AR 82 & teresa.x,dai @dfat.gov.au BRI H +86 21 2215 5262.

Due to the large volume of applications, only short-listed candidates will be contacted. The
selection process may include a bilingual (English and Mandarin) interview and a driving test.



AUSTRALIAN COYULATE-GENERAL
Shanghai
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The following outlines the main duties of the position:
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® Provide safe and efficient driving services to Consulate staff and official visitors in
Shanghai and surrounding provinces, performs occasional basic interpreting.
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® Provide advice on daily driving schedule and transport plan during official visits.
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e Maintain Consulate vehicles in a clean and good condition. Liaise with property assistant
when maintenance/repairs in garage are necessary.
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® Maintain running sheets for vehicles and prepare a monthly report to Office Manager.
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® Provide general administrative support, such as transport documents to banks, post office or
governmental offices, mail/customs handling, photocopying and minor purchasing etc.
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e Performs other duties as required.
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Note: The occupant of this position regularly works (paid) overtime.
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What we are looking for?
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® Driving skills; applicant must have a valid driver’s license.
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¢ Communications skills, including client services and interpersonal skills to work
productively as part of a team.
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e Ability to deliver services, including an ability to solve problems and to achieve results.
AERII MR RAEEE 7T, B SR AR 55
e Demonstrated proficiency with modern communication and information technologies
including Microsoft products.
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¢ Some English language will be an advantage.
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AUSTRALIANC
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What should I include in my pitch?
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Your 1-2 page pitch is a chance to tell us why you are the right person for the job. We want to
know why you want to work at the Australian Consulate General, why you are interested in the
role, what you can offer us, and how your skills, knowledge, experience and qualifications are
applicable to the role. In a nutshell — why should we hire you?
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Try not to duplicate information that can already be found in your resume, but do highlight any
specific examples or achievements that will demonstrate your ability to perform the role.
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