Opening position
Assistant coordinator

Job description
Assistant coordinator shall assist the Diplomats in Architectural section of the Embassy in charge of construction and maintenance of the property of the Embassy of Japan in Serbia.
· Arrange and manage meetings as a translator with related companies and authorities, etc.
· Make pre-site monitoring and follow-up visits to the construction site with the diplomats.
· Information gathering, database management, and filings
· And other related tasks

Qualification
· A university graduate (preferably Architecture/ Engineering or related) or a person having academic ability equal to that
· Excellent English and Serbian language skills 
· Proficiency in PC
· High motivation and dedication to work

Duration
From January 8, 2013 to the end of March 2013 (with possibility of renewal for another year or more, but not exceeding the end of March 2015)

Remuneration
· Determined based on the applicant’s qualification and experience
· The remuneration is based on the consultancy contract; therefore it does NOT cover insurance, tax, transportation, or any other allowance.

Application
· Your C.V. (in English) with your attached photograph
· Cover letter (in English) describing why you are suited for this position
· [bookmark: _GoBack]Applicants are required to send documents via E-mail (E-mail address: sas-dab@eunet.rs) by Dec. 10th, 2012 
