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Application Form 

Administrative Assistant/ Common Service Assistant
NOTE: Candidates must complete this application form in full and demonstrate how they meet all of the essential qualifications. Failure to complete this form will result in the rejection of the application. 
	Personal nformation

	First Name 
	
	Last Name 
	

	Residential address

	

	Contact Information (email, phone)
	

	Area of Selection : 

Please check “X” or fill where applicable 
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      Bangladeshi citizen residing in Bangladesh
      Canadian citizen currently residing in Bangladesh
      Employee of the High Commission of Canada in Bangladesh  
      Spouse of a Canadian-based staff 

	Qualifications



	
	Description 

	Education requirement
	      I meet the requirement  

      I do not meet the requirement 

(Please indicate the type of Diploma received)


	Language Proficiency 

Please check “X” where appropriate 

	Level
	Native 
	Advanced 
	Intermediate 
	Beginner  
	None  

	English 
	
	
	
	
	

	Bangla
	
	
	
	
	

	Other Language (please specify)
	


	Experience  

Please describe in detail how you meet those requirements. 


	How do you meet the mandatory experience requirement (below)? 



	· Minimum two years recent* working experience providing logistic, travel arrangements and administrative support in an office environment 
Recent experience is defined as normally acquired within the last three (3) years.


	Describe


	· Minimum two years recent* working experience in customer service.

Recent experience is defined as normally acquired within the last three (3) years.


	Describe


	How do you meet the rated qualification below?



	· Knowledge of standard office procedures and practices

	Describe


	· Knowledge of Diplomatic protocol and correspondence

	Describe


	· Knowledge of travel and hospitality arrangements


	Describe


	· Knowledge of coordination of incoming high-level visits


	

	Please describe how you meet some of the personal suitability criteria below:

	· Strong planning and organizational skills

· Adaptability and Flexibility 

· Judgement

· Initiative and autonomy

· Client focus

· Teamwork and Cooperation

· Integrity

· Discretion


	


	Declaration

	I confirm that all of the information provided in this application is accurate and true to the best of my knowledge.
Signature:                                                                                                              Date: 
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