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AUSTRALIAN CONSULATE GENERAL, NEW YORK
The Australian Consulate General in New York invites applications for the position of Executive Assistant to the Consul General.  
The terms of employment will be in accordance with the Conditions of Service and New York-Based Staff Employee Handbook. Employment will be offered on a contract basis, for an initial period of 12 months.  The salary will be $51,009 per annum.
The Australian Consulate General – New York will arrange the necessary work authorisation for the successful applicant should he/she be a non-US citizen or non-US Permanent Resident.

The Australian Consulate-General, New York will not be responsible for any costs incurred when applying for a US visa, relocation costs, nor the return of the officer and family to their country of origin at the end of the contract.

Job Description

This position provides daily management of the Office of the Consul-General.  The position liaises with a range of areas on issues pertaining to the office of the Consul-General, with contacts at the highest levels and contributes to the overall effectiveness of the Australian Consulate General in New York.
Tasks and Functions

· Manage day-to-day administrative arrangements required for the efficient operation of the Consul General's office including:

· Maintain a diary;

· Prepare and distribute daily, weekly and forward programs and assist with preparation of programs and appointments for visiting officials;

· Arrange receipt and dispatch of correspondence, prepare correspondence (including drafting of letters, cables and minutes), 
· Maintain records and a petty cash float; 
· Manage the Consul General’s representation budget and

· Receive and make phone calls on behalf of the Consul General, make appointments and bookings, acknowledge invitations, receive visitors and arrange transport.
· Liaise with Consulate and UN Mission staff and external individuals and agencies;

· Action DFAT tasking and reporting;

· Perform other duties as required by the Consul General.
Selection Criteria
1. Demonstrated recent experience as an Executive or Personal Assistant (Essential)
2. Excellent analytical, communication, and prioritisation skills including the ability to deal with people at all levels both internal and external;
3. Demonstrated excellence in the Microsoft Office 2007 Suite and experience in notetaking/dictation;
4. Ability to work independently and within a team environment;
5. Demonstrated skills including managing cash advances and record keeping;
6. Demonstrated leadership skills in a fluid organisational environment.

How to apply
Applications should include:

· the attached Job Application cover sheet

· the attached Employment and Qualification Background sheet

· a statement addressing the Selection Criteria (maximum three pages)

Those applicants who most successfully meet the criteria will be contacted for an interview.   Phone interviews will be conducted for any applicants selected for interview who do not currently reside in New York.

Applications close on 11 August 2010.
Please send applications to Precy Ann Cuyos, HR Manager by email at Precyann.Cuyos@dfat.gov.au

Security Designated position
Owing to Australian national security regulations:
· Applications can only be considered from nationals of the following countries: Australia, New Zealand, Canada or the United Kingdom. There may be further restrictions for applicants who are dual nationals. 
· Applicants must be willing to undergo security checks necessary to obtain a clearance.
AUSTRALIAN CONSULATE GENERAL – NEW YORK

Job Application Cover Sheet
1. Particulars of Position Applied For

	Title
	Level
	Location

	Executive Assistant to the Consul General


	Broadband 2
	Australian Consulate General – New York




2. Personal Particulars

	Title
	Surname
	Given Name(s)

	
	
	


	Work Number (incl. Area Code)
	
	Postal Address

	
	
	

	Home Number (incl. Area Code)
	
	City, Suburb or Town
	State
	Postcode

	
	
	
	
	

	Other Number (eg Mobile)
	
	Email Address

	
	
	


3. Employment
	Are you, or have you ever been, employed within the Department of Foreign Affairs and Trade portfolio?     YES  __  NO  __    


4. Referees 

	Referee’s Name
	
	Referee’s Name

	
	
	

	Contact Number
	
	Contact Number

	
	
	

	
	
	
	
	


NOTE : References are an important part of the recruitment process.  Referees may be contacted during the short listing process.

5 Citizenship

	Please note: Applicants for this position can only be considered from nationals of Australia, New Zealand, Canada or the UK 
	Are you an Australian citizen?    
	Are you a citizen of any other country?



	
	YES  __  NO  __
	YES  __  NO  __
If yes please List:  


6. Applicant’s Statement

The above information, to the best of my knowledge, is true and correct. I consent to the Australian Consulate-General New York collecting and using information, including verifying my academic and/or professional qualifications with relevant institutions; and to relevant employers disclosing information, in relation to my work performance and conduct for the purpose of assessing my suitability to carry out the duties of the job I have applied for, and suitability to become an employee of the Consulate.
	Signature or place an X in the box below if completing form electronically
	

	
	
	Date:

	
	
	


AUSTRALIAN CONSULATE GENERAL – NEW YORK

Employment & Qualification Background
1. Personal Particulars

	Title
	Surname
	Given Name(s)

	
	
	


2. Current Employment

	Month/Year

Commenced
	Employer
	Position

	
	
	

	Brief Description

	


3. Previous Positions Held (including movement within an organisation)

	Month/Year

Commenced
	Month/Year

Finished
	Employer
	Position
	Level

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Academic Qualifications

	Year Received
	Qualification
	Institution

	
	
	

	
	
	

	
	
	


5. Languages

	Language
	Proficiency Level

	
	

	
	

	
	


	6. Other e.g. Awards, Academic Appointments, Publications, Professional Associations, etc


AUSTRALIAN CONSULATE GENERAL – NEW YORK

Statement addressing the selection criteria
	Demonstrated recent experience as an Executive or Personal Assistant (Essential)

	


	Excellent analytical, communication, and prioritisation skills including the ability to deal with people at all levels both internal and external

	


	Demonstrated excellence in the Microsoft Office 2007 Suite and a proficiency in shorthand

	 


	Ability to work independently and within a team environment 

	


	Demonstrated skills including managing cash advances and record keeping 

	


	Demonstrated leadership skills in a fluid organisational environment


	


We thank all applicants for their interest; however only those selected for an interview will be contacted.
The Australian Mission to the United Nations in New York and the Australian Consulate-General New York are committed to protecting the privacy of your personal information. Information provided will be used for recruitment and employment purposes only.
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