An Roinn Gnothai Eachtracha
Department of Foreign Affairs

Vacancy- Housekeeper (Ayi)
Embassy of Ireland Beijing and Official Accommodation of the Ambassador

Our mission is to promote and protect abroad the values, interests and economic well-being of
Ireland and its people. We do this under the political direction of our Ministers, through our staff
at home and through our Embassy network abroad.

The Embassy of Ireland, Beijing is seeking to recruit a housekeeper (Ayi). This is a full time position,
subject to a probationary period and will start as soon as possible. The housekeeper (Ayi) will be
responsible for a number of tasks at the Official Residence of the Ambassador and at the Chancery
(Embassy) premises. The housekeeper will report to the Ambassador, in relation to duties at the
Official Residence, and will work closely with the Events and Facilities Coordinator, at the Chancery.

The role will include, but may not be limited to the following activities:

A. Duties at the Ambassador’s Official Residence

e (Cleaning the Residence to ensure it remains clean and tidy, meeting representational
standards, at all times

e Regular cleaning of bathroomes, kitchen, living spaces and surfaces in the Residence, on a
schedule agreed with the Ambassador

e Laundry and dry cleaning for the Ambassador’s household, as required

e Assistance to Embassy Events and Facilities Coordinator in relation to official events at the
Residence, including assistance in eg set-up and return to order of the Residence,
cleaning/cloakroom/tableware arrangements during events

e Such other tasks relating to the running of the Residence, as may be requested by the
Ambassador from time to time

B. Duties at the Chancery (Embassy)

e  Weekly cleaning of the defined areas of the Chancery building

e Washing and ironing of Chancery linen, as as required

e Assistance to Embassy Events and Facilities Coordinator in relation to large-scale official
events at the Embassy, including preparation and cleaning of Embassy kitchen / tableware /
crockery / glasses

e Such other tasks as may be assigned from time to time by the Ambassador or, in relation to
Embassy events, the Events and Facilities Coordinator.

Qualifications/experience/competencies required:
A: Essential
- Candidates must have a minimum of 1 year relevant experience;
— Excellent organisational skills;
- Excellent interpersonal skills;
- Excellent punctuality, time management and a high level of discretion and reliability;
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— Ability to follow instructions and implement routines as directed;
- Some evening and weekend work will be required;
— The successful candidate must have a legal entitlement to live and work in the People’s

Republic of China prior to recruitment.

B: Desirable:

- Ability to have basic conversations in the English language;
- Knowledge of Ireland and its role in China.

Terms and conditions of employment:

Start date:

As soon as possible

Location:

Embassy of Ireland, 3 Ritan Dong Lu, Beijing; and Official Residence of the
Ambassador, Beijing.

Contract duration:

The successful candidate will be hired on an initial fixed term contract

Working hours:

Monday to Friday, 35 hours per week, with standard hours from 9am to
S5pm.

Some out-of-hours work will be required. Individuals unable to work out-
of-hours where required should not apply for this post.

The position will have an annual leave allowance of 20 days per annum,
exclusive of public holidays, adjusted pro rata.

Salary: The starting salary for the position is 88,590 RMB per annum. The salary for
the position will be paid through the Diplomatic Service Bureau on a monthly
basis. Salaries are paid direct to a bank account, therefore the successful
candidate must have a bank account.

Eligibility: Candidates must have a permanent, legal right to reside and work in the

People’s Republic of China and will be subject to employment and taxation
law.




An Roinn Gnothai Eachtracha
Department of Foreign Affairs

How to apply

The Application Form for this position is available on the Embassy website
https://www.dfa.ie/irish-embassy/china/about-us/job-opportunities/
Applications which are not on the form will not be considered.

Applicants must apply by completing the application form, saved in Microsoft Word or PDF
format. The application form must be sent by email with the following subject line — “Job
Application — Housekeeper (Ayi)” to: beijingrecruitment@dfa.ie

Applications should arrive before 5pm (Beijing time) on 15 June 2023. Late applications will not
be accepted and no correspondence will be entered into on this point.

Applicants are advised to take care to use the correct subject line. Failure to use the correct
subject line may result in the application missing the deadline and therefore being deemed
inadmissible.

Selection Process:

e Depending on the number of applications received, a short-listing of candidates to be called
for interview may be undertaken based on the Essential/Key Requirements above. Please
note that only short listed applicants will be contacted.

e Askills test may form part of the interview process;

e Alanguage test may be included in the recruitment process;

e Interviews will be competency-based conference. Candidates called to interview will be
provided with more information prior to interview.

e Asecond interview may be included in the recruitment process;

e A panel may be set up depending on the calibre of candidates;

e The Embassy will only contact referees if a candidate has been shortlisted for interview. At
this point, the candidate will be deemed to have given their consent to contact the
nominated referees.

General Data Protection Regulation:
All personal information received will be kept in line with GDPR guidelines.

Security Clearance for Local Staff

Police security clearance 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 Embassy of Ireland, Beijing is committed to a policy of Equal Opportunity.


https://www.dfa.ie/irish-embassy/china/about-us/job-opportunities/
mailto:beijingrecruitment@dfa.ie
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