EMBASSY OF INDIA
BELING

ADVERTISEMENT

Applications are invited from qualified and experienced candidates who have good knowledge of

written & spoken English and possess excellent computer skills:

S. Post & Qualification Job Profile
No. | Take home salary
1. Accountant 1.Bachelor’ s Degree with 1.Generate vouchers
(RMB 8100 Approx) accounting knowledge 2. Vouchers Management
2. Excellent written & spoken 3. Writing bank transfer forms and cheque.
English and Chinese and 4, Liaise with Bank and local authorities on
translation skills regular basis
3. Proficient in using Microsoft | 5. Translation of notes from English to
Office Chinese and Chinese to English
6. Any other duties assigned
2. Clerk 1.Bachelor’s Degree 1. Assist in procurement of quotations of
(RMB 6500 Approx) 2. 2-3 years’ work experience goods and services related to office use
3. Excellent written & spoken 2. Purchase of office equipment including
English and Chinese and computers and peripherals
translation skills 3. To process telephone and fax bills of
4. Proficient in using Microsoft office and residences
Office 4. Contact local companies dealing with
cleaning, gardening and maintenance of
old and new chancery buildings
5. Any other duties assigned
3. Clerk 1.Bachelor’s degree in English | 1. Supervision of visitors to the auditorium
(RMB 6500 Approx) 2. Excellent written & spoken 2. Liaison with local cultural organizations
English and Chinese and for organization of cultural events
translation skills 3. Translation of notes from English to
3. Proficient in using Microsoft Chinese and Chinese to English
Office 4. Assistance in procurement of items for
the Culture Wing and for organization of
events.
5. Organizing outreach activities
6. Liaison with Provincial FAOs
7. Any other duties assigned
4, Boiler-cum-Gardner- 1.Passed in senior high or 1. Perform various cleaning

Cleaner (RMB 4500
approx)

equivalent
2. Basic knowledge of English
will be an added advantage.

actions such as dusting, sweeping,
vacuuming, mopping, cleaning
ceiling vents, restroom cleaning etc
2. Maintaining Garden in the
Embassy

3. Maintaining lawns and other
green spaces

4. Follow all health and safety
regulations

The applications may be sent with latest resume and photograph to the Head of Chancery, Embassy
of India, No. 5, Liang Ma Qiao Bei Jie, Chaoyang District, Beijing-100600. Application should reach

by May 2,

2020.

Email

admn2.beijing@mea.gov.in

(apply in English only)
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