EMBASSY OF INDIA

BEIJING

ADVERTISEMENT

The Embassy of India in Beijing is inviting applications from qualified candidates for the post of Messenger in Embassy of India, Beijing:

Post and
Salary

Qualification
Criteria

Preferential Criteria

Job Profile

e Messenger

Salary: RMB
7000 (Approx)
(excluding
Employer’s
Social
Security
Contribution)

e High School
Degree.

s Age: 20-50
years

e Good in
reading/writ
ing/speakin
g Mandarin
Chinese.

¢ Basic Knowledge of
English/Hindi

e Person must have driving
capabilities for 2 wheelers
(Preference will be given to
those who have driving
license of 4 wheelers)

e Work experience

o Ability to operate basic Audio-
Video equipment.

1.

Document Delivery: Transporting official documents, letters
and packages between the Embassy and other local
government offices, institutions, and diplomatic missions.
Office Errands: Running various errands such as picking up
supplies, distributing internal mail, delivering messages or
invitations to local contacts, and helping with shifting office
furniture and equipment.

Protocol: Providing protocol assistance, including at the
Airport as required.

Assistance with Consular work: Helping consular or
administrative staff by carrying out light tasks and assisting
with external appointments.

Managing mail: Sorting incoming and outgoing mails,
ensuring timely dispatch, and handling courier services.
Support during official events: Assisting during Embassy
events, such as distributing invitations or providing logistical
support; Catering skills such as serving tea/coffee for
visitors.

Translation and Liaison: Acting as a liaison between the
embassy and local vendors, sometimes providing basic
translation services.

Administrative support: Providing general assistance to the
embassy staff, helping with photocopying, filing, and other
tasks.

Local knowledge: Utilizing knowledge of the local area to
navigate between locations and carrying out purchases from
the local market.

The applications may be sent via E-mail/courier with latest resume and photograph to the Head of Chancery, Embassy of India, No. 5,
Liang Ma Qiao Bei Jie, Chaoyang District, Beijing-100600. Application should reach by 08th November, 2024.

Please contact:

TEL: +86 10 85312552;

Fax: +86 10 85312574
E-mail: admnl.beijing@mea.gov.in

ssadmn.beijing@mea.gov.in




Y B A B B 42 K A

el LYE S
BB I b S S R 2 % e B9\ B K A — B AR B 0
e FERRAEE MR B

BRMGBER: 0 o Bchm RS/ EDE WHBE: EREAXM. (SHAEEE S BRI AR,
o o £E#4 20-50 RSN RSB AN Z ER S,
LRFE: RMB | | sz BHE (kSR DARGS: ANERMES, MIER. SRR, Hkit
7000(FF L) (RS HIRSTEEH IR PG LR ) BRATRLSHREES, URBEHAREMERES.
#HE) TieER FEE: RAULERINE, SIEREREEIUGRARLEINE,

BEIB IR (ER ALK SIR IBNSREE T/ S HVT ST B MBTRLSEIh B SRR,

TYRSE, TBRAR.

SIRIME: BIRKURHME, FRRATRIE, IBHEIRSS.
BAEMHAEMNR: EAMEEEMERGNE, MY RE&E
BRERIRGLREISIRS, WJ0inER AR/ mrE,

EMFFIBRLE: (EARMEIEMLMHMEZAMNEEA, BrHEH
HAWEFRS.

FBGIR: AAEETIEARRME—RINE, #EBISSHREED. 13
RFNRMBIES,

LR FIRARBEAIREARERZESHR, FiET
BRI T/,

REEFERHFARANBRSEHREE: ERTHEERSHILE s 5 NEEEXMEE HAAZE  Wi4%: 100600

AT

ik E Yy 2024 F11 H o8 B .

B1i%: +86 10 85312552;

£ H: +86 10 85312574
fif1tk: admni.beijing@mea.gov.in

ssadmn.beijing@mea.gov.in




