
Secretary  

 

Grade: G5   

Publication date: 06-FEB-2019. 

Application deadline (midnight Myanmar time): 20-FEB-2019. 

Vacancy no.: RB/YANGON/GS/2019/04 

Job ID: 1033  

Department: ILO-Yangon  

Organization Unit: ILO-Yangon  

Location: Yangon    

Contract type: Fixed Term  

 

The recruitment process for General Service positions is subject to local recruitment regulations and 

Article 4.3 of the ILO Staff Regulations. The ILO may only offer a contract to Myanmar citizens only. 

The following are eligible to apply: 

 ILO Internal candidates in accordance with paragraphs 31 and 32 of Annex I of the Staff 

Regulations. 

 External candidates 

*Conditions of employment for external candidates: In conformity with existing ILO practice, the 

appointment of an external candidate will normally be made at the first step of this grade. 

Introduction  

The position is located at the ILO Liaison Office in Yangon, Myanmar.  The position will do the 

secretarial support to both Liaison Officer and Deputy Liaison Officer.  The position is under supervision 

of Liaison Officer and receive administrative guideline from Finance & Admiistrative Officer.  

Specific Duties  

1. Arrange appointments and maintain the supervisor’s calendar. Receive visitors, place and screen 

telephone calls, and answer queries with discretion. 

2. Arrange meetings, both internal and external, some involving high-ranking officials, and take 

minutes and/or notes at meetings. 

3. Serve as administrative secretary at training courses, seminars and workshops. 

4. Translate brief documents, and may act as interpreter. 



5. Take and transcribe dictation on a variety of subject matters, and ensure that spelling, punctuation 

and format are correct. Type correspondence, documents and reports, some of which are highly 

confidential, including statistical tables, and ensure correct spelling, grammar and punctuation. 

6. Receive, screen, log and route correspondence, attach necessary background information and 

maintain follow-up system for action and deadlines. 

7. Send faxes, email, pouch and express mail within the region and to headquarters in Geneva. 

8. Draft non-routine correspondence and responses, and ensure follow-up action. 

9. Maintain policy, confidential and general files. 

10. Clear outgoing correspondence for conformity with established procedures and accuracy of 

statements before being signed by the supervisor. Prepare administrative requests and forms for 

the supervisor and visiting officials and follow-up with the relevant administrative services on 

their processing. 

11. Select and make pertinent abstracts and undertake searches for information. 

12. Maintain up-to-date directories of constituents, ministers, government and other high level 

officials. 

13. Make travel arrangements for the supervisor and perform liaison duties with other units, UN 

agencies, ministries, non-governmental organizations and constituents. 

14. Assist in arranging programmes for in-coming official missions, make appointments with ILO’s 

tripartite constituents, including logistical arrangements and secretarial assistance. 

15. May provide guidance to other secretaries. 

16. Perform other duties as assigned by the supervisor, including updating information on web sites. 

Required qualifications  

Education  

Completion of secondary school education and secretarial training. 

Successful completion of the typing and standard office computer applications test is compulsory.  

Successful completion of the shorthand test. 

Experience  

Five years of secretarial experience. 

Languages  

Excellent knowledge of English and Myanmar. 

 



Competencies  

 Proven ability to use word processing software and email.  Ability to use other software packages 

required by the work unit. 

 Proven shorthand and typing abilities. 

 Thorough knowledge of modern office procedures, and computer software packages required for 

work. 

 Thorough knowledge of secretarial practices and procedures, and knowledge of administrative 

practices. 

 Knowledge of the subject matter and programme served. 

 Knowledge of in-house procedures for the preparation of documents and administrative forms, 

and for the creation and maintenance of filing systems. 

 Knowledge of protocol. 

 Proven ability to draft correspondence and to ensure correct spelling, grammar and punctuation. 

 Ability to take minutes of meetings. 

 Ability to reply in an appropriate manner to telephone and in-person inquiries. 

 Ability to work well with colleagues. 

 Ability to organize own work. 

 Ability to evaluate correspondence and inquiries for best course of action. 

 Ability to obtain services from other work units inside or outside the office for completion of 

tasks. 

 Ability to search and retrieve information from databases and compile reports. 

 Ability to respond to requests from officials from government offices, ministries, ILO constituents 

and NGOs. 

 Ability to determine relevant background and reference materials for others, and to screen requests 

for urgency and priority. 

 Ability to deal with confidential matters with discretion. 

 May need supervisory skills. 

 

Recruitment process 

Please note that all candidates must complete an on-line application form. To apply, please visit the ILO 

Jobs website for external candidates & ILO People for internal candidates.  The system provides 

instructions for online application procedures. 

Fraud warning 

The ILO does not charge any fee at any stage of the recruitment process whether at the application, 

interview, processing or training stage. Messages originating from a non ILO e-mail account - @ilo.org - 

should be disregarded. In addition, the ILO does not require or need to know any information relating to 

the bank account details of applicants. 

https://jobs.ilo.org/job/Yangon-Secretary/513572801/
https://jobs.ilo.org/job/Yangon-Secretary/513572801/
https://performancemanager5.successfactors.eu/login?company=ILO

