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ADVERTISEMENT

The Embassy of India in Beijing requires immediately a qualified, energetic and

hardworking staff for the following posts:

Name of Post: Accountant (1)
Pay Scale: RMB 7000 starting

Pay in Hand : RMB 7880/- (Approx) (This excludes Embassy Social Security
Contribution of 44.2% and 22.2% Social Security Contributions by staff)

Educational Qualification:

Job Profile:

1.Bachelor’ s Degree with accounting knowledge
2. Excellent written & spoken English and Chinese
and translation skills

3. Proficient in using Microsoft Office/Libre Office .

Name of Post: Clerk (3)
Pay Scale: RMB 5500 starting

Accounting related work, liasioning with local
authorities and bank, translation of documents
related to accounts and any other duties assigned

Pay in Hand : RMB 6420/- (Approx) (This excludes Embassy Social Security
Contribution of 44.2% and 22.2% Social Security Contributions by staff )

Educational Qualification:

Job Profile:

1.Bachelor’ s Degree
2. Excellent written & spoken English and Chinese
and translation skills
3. Proficient in using Microsoft Office/Libre Office

Translating various incoming & outgoing
communications from Chinese to English and
English to Chinese respectively, liasioning with
local contacts in  English-Chinese, office
procedures and any other duties assigned

Name of Post: Daftry — cum — Gestetner Operator (Messenger) (1)

Pay Scale: RMB 4000 starting

Pay in Hand : RMB 4500/- (Approx) (This excludes Embassy Social Security
Contribution of 44.2% and 22.2% Social Security Contributions by staff)

Educational Qualification:

Job Profile:

1. Passed in senior high or equivalent
2. Basic knowledge of English will be an added
advantage.

1. Dispatch and receipt of communication
2. Protocol related duties

3. Movement of files, photocopy etc.

4. Any other duties assigned.




Interested Chinese candidates or having work permit in China may send their job
application and resume with photograph before 26™ January, 2018.

Post Address:

Head of Chancery,
Embassy of India,

No. 5, Liang Ma Qiao Bei Jie,
Chaoyang District,
Beijing-100600.
Contact: +86 10 85312550

Fax: Fax: +86 10 85312574
E-mail: ssadmn.beijing@mea.gov.in (Only in English)




