Vacancy — Visa Assistant — Irish Visa Office, Beijing

The Irish Visa Office in Beijing wishes to establish a panel of suitably qualified candidates
for appointment to the position of ‘Visa Assistant’.

The position on offer is a full-time post. The work requires supporting the Visa Officers and
Visa Office team in delivering the objectives of the Visa Office and the Embassy of Ireland.

Main Duties:
e Verification work involving liaison with external governmental and non-
governmental departments/offices;

e Dealing with enquiries from internal and external stakeholders;

e Making appropriate recommendations on visa applications for consideration by Visa
Officers;

e Translation and interpretation tasks (English and Mandarin);

e Maintenance of accurate office records;

e To undertake project research as directed;

e Administrative support (archiving, public counter duties, telephone duties etc.);

Requirements on competencies and skills:
e Fluent written and spoken English and Mandarin (essential). Mongolian language
skills (a bonus).

e Knowledge of Microsoft Office, particularly Excel and Word (essential).

e Bachelor’s Degree from a university; or an acceptable equivalent through work and
education.

e Excellent interpersonal, organisational and customer-service skills.
e Good drafting and report writing skills in English and Mandarin.
e Ability to work on one’s own initiative and as part of a busy team.

e Proactive with an ability to manage fluctuating workloads effectively (including
ability to work well under pressure and to tight deadlines).

e Good time-management skills.

e Experience dealing with data-entry tasks and databases.

e Flexibility and adaptability to change in the work environment.

e Experience of previous visa office/embassy work is desirable but not essential.

Starting Monthly Salary:
Approx. 7,500 RMB. A salary scale applies for each year of completed service.

How to apply:
If you are interested in making an application for this position, please submit a one-page

letter of introduction accompanied by a current CV both in English and Chinese and two
references, with contact details for verification. Applications can be submitted by email to
irishvisabeijing@dfanet.ie or posted to the Irish Visa Office Beijing, Ta Yuan Diplomatic
Office Building 2-11-1, 14 Liangmahe Nanlu, Beijing 100600, People’s Republic of
China. Envelopes should be clearly marked Application for Visa Assistant. Closing date for
receipt of application is 17:00 on Friday, 4 May 2018. Candidates will receive confirmation



of their application and, if called for interview, will be contacted directly during the week
starting 8 May 2018.

The expected start date for work for successful candidates will be end-May 2018.

By submitting information electronically, parties accept that data may not be fully
secure.

Any personal information submitted will only be used for its intended purposes and will
be destroyed when no longer needed. Any other processing or disclosure of personal
data is not allowed other than in the exceptional circumstances provided for under the
Data Protection Acts.

Please note that canvassing will disqualify applicants.

The Irish Visa Office is committed to a Policy of Equal Opportunity.
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