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HELLENIC REPUBLIC
EMBASSY IN NEW DELHI









February 23rd, 2024
INVITATION TO TENDER
Announcement of 1 (one) full-time Personal Secretary to the Ambassador position at the Embassy of Greece in India, with a fixed-term private law employment contract and a monthly salary of one thousand five hundred (1500) euros.

The job description includes monitoring and drafting of the Ambassador’s schedule, secretarial support, as well as communication with entities of the Indian Government.

Candidates should:

• Be Indian or Greek citizens permanent residents of India.

• To have reached the age of 23 and not to exceed the age of 60.
• Greek citizens must have fulfilled their military obligations or have been legally exempted from them.
• Must know Hindi and English perfectly. The knowledge of Hindi, English and Greek altogether will be evaluated as an additional qualification.

• To hold a university degree and have professional experience related to the subject of their position.
• Have a very good knowledge of computer use, especially the ability to search and process information via the Internet, as well as the Microsoft Excel, Word, PowerPoint programs Office.

• Possess substantial administrative skills.

Candidates should submit the following supporting documents in Greek or English:

• Application

• Curriculum vitae

• Supporting documents to prove their qualifications.

The relevant file should be sent, only by e - mail to the address:

gremb.del@mfa.gr
The application period starts on February 23rd and ends on February 29th at 00:00.
For additional information please contact through the email above or on the phone number 91 11 26880700-4.
