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Application Form - Administrative Assistant
NOTE: Candidates must complete this application form in full. Failure to complete this form will result in the rejection of the application. You must clearly demonstrate in answering the screening questions how you meet the education, experience, and abilities listed in the essential and asset qualifications. You must provide specific examples to demonstrate clearly how you meet the qualifications. We cannot make any assumptions about your experience. Simply saying you have the required qualifications or listing your current duties will not be sufficient. Instead, you must provide concrete and detailed examples that clearly explain where, when, and how you gained the experience or ability. Asset criteria are desirable and may be used at any point of the selection process. You may be offered the position even though you do not meet any or all of the asset qualifications. No additional information will be sought beyond what you submit in your application.
	Personal Information

	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 

	Education requirement 

	
	Description 

	Indicate the degree received, University, and year awarded


	      I meet the requirement  

      I do not meet the requirement 



	Language Proficiency 

Please check “X” where appropriate 

	Level
	Native 
	Advanced 
	Intermediate 
	Beginner  
	None  

	English 
	
	
	
	
	

	Bangla
	
	
	
	
	

	French
	
	
	
	
	

	Other Language (please specify)
	


ESSENTIAL QUALIFICATIONS
	Experience  



	· 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


	Knowledge



	· Knowledge of standard office procedures and practices

	Describe


	· Knowledge of modern IT systems 

	Describe


	· Knowledge of Bangladeshi geography and transportation options 
	Describe


	Abilities


	· Ability to effectively communicate orally and in writing in English and in Bangla 
	Describe


	· Ability to work independently with minimal supervision
	Describe


	· Ability to proactively raise issues to supervisor before they become problems
	Describe


	· Ability to prioritize tasks in order of importance
	Describe


	· Ability to sort and respond to correspondence in a timely way
	Describe


	· Ability to use a smartphone efficiently.
	Describe



ASSET QUALIFICATIONS 
	· University degree in Business studies, Public Administration or equivalent.
	Describe



	· 5+ years of working experience providing administrative support in an office environment


	Describe



	· Significant experience in a similar role in a diplomatic mission or an international organization


	Describe



	· Experience working in a multicultural environment 


	Describe



	· French language skills 


	Describe




	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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