An Roinn Gnodthai
Eachtracha agus Tradala
Department of

Foreign Affairs and Trade

Vacancy: Part-Time Office Cleaner/Avyi— 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 ‘Office Cleaner/Ayi’.

The position on offer is a permanent part-time post (2.5 days per week AM/PM). The role involves
maintenance of a clean and tidy office environment for Visa Office staff.

Main Duties:

e Provision of daily general cleaning service to the Visa Office (floors, toilets, inside of
windows, shelves, desks, workspaces, public office, balconies and kitchen).

e Daily office waste disposal to waste bins located in the office compound.

e Taking stock of cleaning materials and kitchen supplies and purchasing supplies for the office
using petty cash funds.

e Assistance with some basic administrative tasks (collecting post from couriers, storing away
office supplies etc.)

Requirements on competencies and skills:

e Ability to carry out physical cleaning work.

e Spoken Mandarin (essential), spoken English (a bonus).

e Excellent interpersonal and organisational skills.

e Ability to work on one’s own initiative and as part of a busy team.

e Good time-management skills.

e Excellent personal hygiene.

e Flexibility and adaptability to change in the work environment.

e Experience of previous cleaning/ayi work is desirable but not essential.

e Police vetting will be sought in respect of individuals who come under consideration for

appointment.
Starting Monthly Salary:
Approx. 2650 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 should be submitted to irishvisabeijing@dfanet.ie
before 17:00 on 6 September 2019. Candidates will receive confirmation of their application and, if

called for interview, will be contacted directly during the week starting 9 September 2019.

The expected start date for work for the successful candidate(s) will be 1 October 2019.



General Data Protection Regulation:
All personal information received will be kept in line with GDPR guidelines.
Security Clearance for Local Staff

Police vetting will be sought in respect of individuals who come under consideration for appointment.
Enquiries may also be made with the police force of any country in which the applicant under
consideration for appointment resided. If unsuccessful this information will be destroyed. If the
applicant subsequently comes under consideration for another position they will be required to supply
this information again.

Please note that canvassing will disqualify applicants.

The Mission of Ireland is committed to a policy of Equal Opportunity.
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