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nL pdrwbpnupbrhg:

International Monetary Fund
Yerevan Office

The IMF cfers a compatithe salary.
Dutiz and Respoansibllities:

Heproseniatve
Grualificitions:

s ml.org

Vacancy Announcement
The IMF Resdant Representathra Office in Yoersvan Seeks a:
Office Administrator
Tha IMF Resident Reprasontathee Offica in Yerewvan would ke to hire an office
administrator, Tha successhul applicant will ba ofered a renewabde ocne year contract,

The successhul candidale will rmpor fo the Resident Ropresemative and provide full
admirdstraty and secrelanal suppo in the generml adminstration of tha [[ice. In partic-
ular, ha'she will ba responsibla for: (i) scheduling of meatings, phona calls, handéng ol
mail and office suppliesm (i) bookesping, budgeting, bank frinsactions, and payments
processing, () creating and maintaining fling systems and databases, () handing of
accommodationiransportation reeted issves and arranging and scheduling of maat-
ngs for visiting messions, (v] other adminisimiive Bsks as assigned by the Residen

The candidate is expected 1o have sxparience in handkng adminisirative maters and
& good understanding of paymaonts processing and expens recording. The candidale
must be fully traind in Windows, Word, and Excel. Ha/she should have excellant arga-
mzational skifs, bo abls o work well under pressure, have a codpamtive atitude, pos-
g0ss shrong interperional and communication skills, and e adl to it Inte a team and 1o
moal deadines. Flaxibility on working hours, nad availability for evedime would be
desirable. The candidate shoukd speak Muont English, Armenian and Russian,

Cualiind candidales are invited to apply through emadl by January 10, 2005 to stiml-
urayan@imf org. Only shor-lster candidates will ba con acied for inandews, The sue-
cassiul candidate should bo abla 1o repat far duty by February 1, 2005,

The IMF is an equal opporfuniies Srmpioyoer.

Further delails about the role and funciions

of the IMF are provided on its website:
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