EMBASSY OF INDIA
BELJING

ADVERTISEMENT

Applications are invited from qualified and preferably experienced candidates who have good knowledge of
written & spoken English and possess excellent computer skills:
¢ Assistant: 1 POST

Qualifying criteria:

Bachelor’s/Master’s degree or equivalent degree

Candidates must have excellent written and spoken English and Chinese languages.
Excellent MS Office and computer skills.

Good Typing speed

Good knowledge about handling social media

Good research skills

Preferential Criteria:

e 2-3 years of work experience which requires analytical ability
o Advanced certificate in English
o Knowledge of working with think tank, research/statistics cell/other Embassies/Consulates.

Job Profile:

Translation from English to Chinese and Vice Versa

Research on areas of economy, administration, society etc., sourcing information from various agencies,
Ministries, furnishing brief reports.

Monitoring changes in regulatory framework, laws etc.

Engage and liaise with the Chinese Government Departments

Knowledge of good office record keeping management, follow up mechanism etc.

Collation of information of interest as directed

Making analytical summaries

Management of events

Any other task, including administrative, as and when needed

Pay in Hand: RMB 10500 (Approx) (excluding Social Security Contribution)

The applications may be sent via 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 21 February 2025.

Please contact: TEL: +86 10 85312552;
Fax: +86 10 85312574

E-mail: admn].beijing@mea.gov.in

ssadmn.beijing@mea.gov.in
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