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	Australian Embassy, Cairo
Immigration and Citizenship





VACANCY – ADMINISTRATIVE SUPPORT OFFICER
DEPARTMENT OF IMMIGRATION AND CITIZENSHIP
An opportunity exists for three Administrative Support Officers (contract placement) in the Department of Immigration and Citizenship, Australian Embassy, Cairo from 1 September 2013 – 30 June 2014. 

Please note: these are temporary contract positions and the contract will not be extended or renewed at the end of this period.
Job Description

· As part of a team assist in the processing of visa and citizenship applications in accordance with Australian Migration legislation and policy guidelines.

· Act professionally and ethically when interacting with visa applicants and other Embassy employees. 

· Provide client services in accordance with Department of Immigration and Citizenship’s Client Service Charter, Service Standards, Code of Conduct and Commonwealth of Australia Public Service Standards – see www.immi.gov.au for details.   

· Answer client enquiries orally and in writing concerning visa and citizenship applications – eMail, telephone and counter duties will be required. 
· Undertake the annual file archive exercise for the office.
· Undertake duties as directed.

Requirements

· Ability to liaise effectively with clients, their representatives and outside organisations, by telephone, email and in person.
· Proven ability to organise work, set priorities and monitor work flow to achieve workplace goals and deadlines.
· Proven ability to communicate fluently in English and Arabic, both written and orally.  (The ability to have fluency in French would be an added advantage.)

· Proven ability to work as part of a team.

· Well developed computer skills with the ability to use Word, Excel and PowerPoint.  
· A desire and ability to learn new computer systems.

· Ability to use own initiative and work with limited direction and supervision.

Applicants are to address the job description and requirements in no more than two pages. A CV of no more than 2 pages may also be attached (4 pages in total).

Applications must be in English. 

If an applicant has a relative or personal acquaintance working within the Australian Embassy this must be declared in the application.
Please forward your application and CV to 

Ian Simpson

First Secretary (Immigration) - Principal Migration Officer

Australian Embassy
12 Floor
World Trade Centre

1191 Corniche El-Nil

BOULAK CAIRO
Email: ian.simpson@dfat.gov.au
Applications must be submitted by 16:00,  18 July 2013. 
It is important to note that the vacancies may be decided on the basis of the submitted application – an interview may not be required.

Conditions
Salary will be paid at the BB2.5 level salary being EGP 5, 228.72 per month.

Successful applicants:

· Will not accrue or have access to sick or recreational (annual) or other leave provisions;
· Will be paid for Public Holidays that fall within the employment period as declared by the Australian Embassy; and
· Will be able to access the Flexible working hours scheme.

The full conditions of employment will be provided to successful applicants before the commencement of the contract.
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