


Australian Embassy 
Seoul

JOB VACANCY

Defence Administration and Research Officer

The Defence Section at the Australian Embassy has a full-time vacancy for an administration and research Officer to work within the Defence Section in a newly created position commencing February 2012.  The successful applicant will be required to work as part of a small team under the supervision of the Defence Office Manager.

The position will be at the Broadband 2 level (KRW35,238,600 per annum).  

The duties of the position and selection criteria are set out below. 

Applications must include:
· A written statement (no longer than two typed pages) addressing directly the applicant’s abilities and claims against the selection criteria.
· Curriculum vitae.
· Details of two referees who may be contacted if necessary.

Only applications which include the above documentation will be considered. In order to manage the recruitment process efficiently, only applicants who are successfully short-listed for interview will be contacted. The successful applicant(s) will be required to provide a police security clearance certificate.

Applications will be accepted until COB 31 January 2012 and should be delivered to:

Senior Administrative Officer
Australian Embassy 
KPO Box 562
Seoul
Republic of Korea





JOB DECRIPTION


	
POST:
	Seoul

	POSITION:
	Defence Administration and Research Officer

	Broadband:
	BB2

	Category:
	DEFENCE

	Updated:
	9 January 2012

	
· Assist Defence Office Manager with the administration of visits, travel and hospitality
· Assist Defence Office Manager with Defence Section Administration
· Conduct research for Defence Attache and Assistant Defence Attache
· Provide interpreting support for Defence Attache and Assistant Defence Attache



	

	
	




AUSTRALIAN EMBASSY SEOUL

SELECTION CRITERIA

Defence Administration and Research Officer


A.  An understanding and experience with providing administrative support.

B.  Demonstrated ability to work with limited supervision to prioritise tasking and manage workflow in a high pressure environment. 

C.  The ability to work efficiently and effectively as a member of a small team.  The ability to communicate effectively at all levels, including a high level of both written and spoken Korean and English languages.



It is highly desirable that applicants have the following:

1.  Previous experience in providing administrative support.

2.  Demonstrated ability to conduct research tasks.
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