HpeoPeia Tng EALGOog
Piya

Piya, 10 Noeufpiov 2020
INPOKHPYZEH OEXEQY EPI'AXIAX

IIpoxnpdooetar pio Oéon Idwmtépag Ipoppotéomg ywoo g avéykeg ng
IlpeoPeiag e EMAadog oy Piyo. H mpoPrenduevn oduPoon epyacioc Ba sivar
W1 TIKOV dkaiov optopévon ypdvou ue drdpketo. dVo (2) eTdv.

O1 evdupepOUEVOL VTTOYNPLOL TPETEL:
- va gtvan povipot kdrotkor Aettoviag 1 Aettovol moAiteg,
- va €xovv tn vopun nAtkio pe Baon v Aettovikn kol eEAAnVikn vouobeacio,
- va. gtvat TovAdyiotov amdeottor Avkeiov. H mpotmnpesia og avtictoryn 6éom
Ba cvvektiunBei Waitepa kaBOS kot ) yvdon Microsoft Office
- Vo yvopilovv GptoTa TNV AETTOVIKT YADGGOO Kot EMTPOGOETA TOVAGYIGTOV TNV
ayyAn. Toxdv yvdon g eAANVIKIG GuVEKTILATOL.

O1 vmoyMoeror Tpémetl va €Yovv opyavaTIKa Tpocsovta kabmg o kKinbodv va
avtanokplovv oe éva mepBAAAov pe TNPNON TPOOECUIDV KOl TPOTEPOLOTOINGN
KAONUEPIVAOV YPOLUOTEINKADV KOl OPYOVOTIKAOV KAONKOVTIMV.

Aufoelg pe o GLUVOOEVTIKA Ploypaikd, 6To, EAANVIKG, ayyAKe 1 AETTOVIKG,
OV TPEMEL ONMMGONTOTE VAL OVTOTOKPIVOVTAL GTA TOPATAV®D TPoodvta, Ba Tpémetl va

anooctarovv otnv IpesPeio tg EAAGSog (gremb.rig@mfa.gr) to apydtepo péypt
xat Tig 21 Noepfpiov 2020.

Amd tovg vmoymoeiovg, Ba {ntnbsl petayevéctepo OMOCTAGUO TOWVIKOD
untpdov. Ov dppeveg 'EAAnveg vmnkoor Ba mpémer vo ava@épovv OTL £XOvV
EKTANPDOCEL TIG CTPATIOTIKEG TOVG VITOYPEDGELS 1} EYOVV ATOAANYEL VOULUO OTTO QVTES.

H a&wohdynon tov vroyneiov Bo mpoyuatorondsi and Emtponr mov Oa
ovvedpldlel ota ypaoeio g [peoPeiog tng EAMGS0G otv Piyo péypt kot tnv 24n
Noepfpiov ko dpeg 09.00-16.30. O VEOYNHPLOL TOV EYOVV T TLTIKG TPOGOVTA B,
KAnBovv evodmov g Emtponnc.



Embassy of Greece
Riga

Vacancy announcement

Position of Executive Assistant at the Embassy of Greece in Riga; two-year
contract/renewable offered.

The Embassy of Greece is looking for a new Executive Assistant to support our team.
You will manage mostly business related tasks such as creating reports, organizing
meetings, taking minutes, performing office duties and other administrative and
organizational tasks. To do this role properly you should have a detailed
understanding of the full Microsoft Office suite, be extremely fast at solving problems
and have experience as an executive or administration assistant in the past.

Applicants should:

-be permanent residents or citizens of Latvia

-fulfill age requirements according to Latvian and Greek relevant legislation

-be fluent in Latvian and have a good command at least of the English language.
Knowledge of the Greek language will be taken into account.

-Have at least a High School Diploma

-Have professional verbal and written communications skills

-Have social skills

-Have a proactive approach to problem-solving and ability to organize a daily
workload by priorities

Applications with accompanying CVs including the above requirements should be
sent to the Embassy of Greece, 11-5 Elizabetes iela, LV-1010

(gremb.rig@mfa.gr) and received latest by November 21st, 2020.

Applicants fulfilling above requirements will be called for interview at the Embassy
of Greece by November 24™, 2020 during working hours (09.00-16.30).

Riga, November 10, 2020



EMBASSY OF GREECE
RIGA

Pazinojums par vakanci

Vaditaja asistenta amats Griekijas vestnieciba Riga; piedavajam divu
gadu/atjaunojamu ligumu.

Griekijas vestnieciba mekI€ jaunu vaditaja asistentu savas komandas atbalstam. Jis
veiksiet galvenokart praktiskus uzdevumus, piem@ram, zinojumu sagatavo$anu,
sapuléu organiz&Sanu, protokoléSanu, biroja pienakumu veikSanu, ka arl citus
administrativus un organizatoriskus uzdevumus. Lai atbilstodi veiktu So darbu, jums ir
vispusigi japarzina Microsoft Office programma, loti atri jaspgj risinat problémas un
jabit iepriek$gjai pieredzei vaditaja asistenta vai administracijas asistenta darba.

Prasibas kandidatiem:

- jabit Latvijas pastavigajiem iedzivotajiem vai pilsoniem;

- atbilstiba vecuma prasibam atbilsto$i Latvijas un Griekijas attiecigajiem likumiem;

- tekoSi jaruna latviski un labi japarvalda vismaz anglu valoda. Grieku valodas
zinaSanas tiks nemtas véra;

- jabit vismaz vidusskolas atestatam;

- Japrot profesionali sazinaties gan verbali, gan rakstiski;

- socialas prasmes;

- proaktiva problému risina3anas pieeja un prasme organizét ikdienas darbus atbilsto$i
prioritatém.

Pieteikumu ar pievienoto CV, kura ir noradita atbilstiba iepriek$ minétajam prasibam,

sutit Griekijas véstniecibai Elizabetes iela 11-5, LV-1010 (gremb.rig@mfa.gr) lidz

2020. gada 21. novembrim.

Kandidati, kas atbildis augstak minétajam prasibam, tiks uzaicinati uz interviju
Griekijas véstnieciba 1idz 2020. gada 24. novembrim darba laika (09.00-16.30).

Riga, 2020. gada 10. novembris



