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JOB OPPORTUNITY
%I' @ﬂ*. ez
g The Embassy of the United States of America has job openings for qualified candidates «
OPENING DATE: o Tanuary 12, 1990 T SR
ANNOUNCEMENT CLOSURE DATE: - January 25.1999° . S R kN

SUMMARY OF DUTIES: Performs a vanety of reporting and U. S. business pmmuti.nn. duties in the commercial section. Works directly with
Post's Economic/Commercial Officer making contacts, gathering information and reporting on performance of trends in the Armenian economy
to contribute to the Commercial Section's Annual Country Commercial Guide for U. S. businesses. Researches and responds to incoming corre-
spondence. Facilitates trade and investment activities of U. S. commercial representative.

QUALIFICATIONS: R0 s SN Wy 05 L S

N o
T "l-"l.'- L 1

perience may be subslituted,

- Two years of progressively responsible job-related experience in economic, market research, trade promotion, business administration or other
closely related fields is required.

- Level IV (fluent) English ability is required. Excellent knowledge of Armenian and Russian is required.

- Must be able to operate the basic functions of a personal computer. -

POSITION TITLE: - Travel Assists
OPENING DATE: S f::_"ﬁ%-';"‘- 13,1999
ANNOUNCEMENT CLOSURE DATE: ~  January 27,1999 i s 0l . —
SUMMARY OF DUTIES: Work directly with American, Armenian and international airlines and travel agents in making travel arrangements
and arrangements for lodging for U. S. and non-U. S. citizen personnel, considering, per diem, fares, payments, and other factors. Advise travel-
ers of the regulations pertaining to their travel, be it home leave, R&R, medical evacuation, etc. Prepare GTS's, obtain tickets, prepare corre-
spondence, cables, and report pertaining to travel matters. Maintain contacts at all travel affiliated businesses. Utilize these contacts in the reso-
lution of travel problems. May also on a case by case basis, arran ge other types of services, such as sightseeing tours, shopping trips, eic. During
VIP visits (which occur very often) arrange for interpreters and rental car services. Assist travelers in obtaining planeside and other types of visas.

Maintain contacts with Embassies of various countries for the purpose of visa assistance during travel to these countries. Work with only gen-
eral and without technical supervision. B :

Assist GSO Assistant in preparing documentation for nccruditaﬁdn'ﬁf ifcoming m“ﬂ-

QUALIFICATIONS: ™ ~ = = awmgs

! i, s L ey L e
- Completion of secondary school is requircﬁf some collegiate siudy is desirable.

- One to three years of progressively responsible experience in the travel field or a closely related field is required.

- Level Il English ability (good working knowledge) is required.

- Familiarity with WP for Windows,

- Must be able to deal tactfully, yet effectively, as part of a team.

WHO MAY APPLY: Any person, who believes she/he meets the above qualifications.

HOW TO APPLY: Please complete an Application for Employment form which is available from the American Embassy Guard Office locat-
ed at number 18 Baghramian street. Put the completed application form into the application box available at the Embassy Guard Office.

- University degree in economics or market research/business administration required. Three full years of progressively responsible related ex-
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