FAO álláshirdetés
office assistant 

 (One Candidate) 

Deadline for the application: 

The Ministry of Agriculture of Hungary is recruiting one candidate for the FAO Regional Office for Europe and Central Asia (1068 Budapest, Benczúr u. 34.) with the following terms: 

 

Duties and responsibilities

· 
Provides support to the organization of office meetings, video-conferences, workshops, conferences and other offices events;
· Assists the IT Group in providing personnel access and support to FAO corporate systems, 
· Monitors the ticketing system;

· Updates the access, corporate systems membership of staff entering and leaving the regional office;
· Completes the Physical Verification of office assets at the end of the year;

· Verifies the Staff Presence every month;

· Assists in managing office’s inventory (laptops, computers, monitors, cameras and other IT equipment);

· Assist staff with phone subscriptions (giving information to users about subscription plans, order new subscriptions and SIM cards), and send out telephone bills to users;
· Contacts external providers and ask for help in case needed (printer, phone);

· Sends out useful and helpful descriptions about FAO systems usage and rules to the users;

· Russian language would be an advantage but not a requirement;

· Performs other related duties as required.
Candidates should fulfil the following requirements: 

· Completion of secondary school education;

· Have one year of office experience, including secretarial and clerical/programme work and experience in record-keeping and processing of information;

· Have a working knowledge of English (level C), knowledge of Russian language will be an asset;

· Have the ability to use word processing equipment and other computer software;

· Possess initiative, courtesy and ability to work harmoniously with people of different national and cultural background;

· Respect the principles of the United Nations Charter and FAO's Mission Statement.
Terms: 
Duration: Three Years Full time –non-renewable contract
Gross salary: 250.000 Ft/month.

Earliest start:   
Deadline for the application: 
Hungarian citizenship

 

Please send your application only by email, to Ms. Ágnes Portik (email address: portik.agnes@fm.gov.hu). You are requested to attach the following documents: CV with your job experience, school certificate, certificate of language skills. A moral certificate (erkölcsi bizonyítvány) will be required for employment.

For further questions about the job please contact Ms. Agnes Portik, at the Ministry of Agriculture, Department of EU and FAO Affairs, telephone: +36 (1) 896-3663. 

