
 
 
 

EMBASSY OF THE KINGDOM OF BELGIUM IN BEIJING 
 
Job Offer  
 
The Embassy of Belgium in Beijing is looking for an Administrative assistant with receptionist duties  
 
Position: Multi-skilled administrative operative/principally active in secretarial work and organization 
(local staff) GS4/0 
Location: Embassy of Belgium, Sanlitun Dongsanjie, 3, 100600, Beijing 
Deadline for application: 4/06/2021 - 23:00 (Beijing time)  
 
Job Description 
 
As an “administrative assistant”: You carry out a wide range of administrative and secretarial tasks in 
order to support the diplomats in the daily administrative and operational management of the Embassy.  
  
As a "contact person": You act as a bridge between the Embassy staff members and external contacts 
(Ministry of Foreign Affairs, partners, local authorities, private organizations, Belgian and Chinese 
citizens, etc.). in order to centralize and disseminate questions, information, instructions that are useful 
to the good functioning of the Embassy. 
 
As a "receptionist": You welcome the visitors with courtesy and answer their requests in order to 
provide a rapid, friendly and efficient service and thereby promote the positive image of the Embassy 
and Belgium.  
 
As a "telephone operative": You process all types of incoming telephone calls in a rapid and courteous 
manner in order to take the appropriate steps and/or transfer the call internally to the best-suited 
interlocutor. 
 
During the high season, you may be requested to assist the visa section with routine handling of visa 
files. When necessary due to urgent demands or staff shortage, you may be occasionally requested to 
assist other colleagues in their routine duties.  
 
Examples of tasks: 

 Establish the necessary contacts with local official bodies, other representations, private 
companies, etc. 

 Conduct information searches at the request of diplomats and/or on your own initiative. 

 Create useful contacts with resource people or bodies in order to strengthen and widen the 

Embassy’s network.  

 Maintain relations with resource people or bodies, either for exchanging general information or 

in the frame of specific cases. 



 Manage specific authorization requests submitted to local authorities such as customs, Ministry 

of Foreign Affairs etc. (diplomatic ID’s, airport badges, customs clearance, vehicle 

administration, …) 

 Ensure regular reception duties such as welcoming visitors, providing initial information and 

directing them to the adequate rooms or people. 

 Manage the telephone communications of the Embassy: answer/filter/dispatch incoming calls 

or confirm appointments, make courtesy calls, etc.  

 Translate documents from EN to CN on an occasional basis. 

 Manage the schedule and dispatching of the Embassy’s driver. Follow up the delivery of the 

diplomatic pouch. 

Practical details 
 

 Gross monthly salary: 9.818,14 RMB 
 1 year local contract (renewable) 
 No allowances for housing costs or holiday transportation 
 No financial assistance will be offered in obtaining Chinese work visa and/or permit 
 Estimated starting date: 1/09/2021  

 
Selection Procedure 
 
After a pre-screening based on CV and cover letter, the selection procedure will comprise an oral test 
measuring language skills, during which the applicant’s skills and motivation for this position will also be 
evaluated. A second and final test will be an interview with the Head of Mission or his representative. 
Eventual administrative questions can be discussed during the first test.  
 
Required Degree and Competences 
 

 Bachelor or Master degree 

 Excellent command of Chinese, both written and oral 

 Excellent command of English.  

 Additional knowledge of French and/or Dutch will be considered an asset. 

 Strong organisational, communication and interpersonal skills, a great sense of discretion, 
meticulousness and sociability  

 A capacity for analysis and synthesis 

 Good IT knowledge (Microsoft Office) 

 Any previous working experience in government administration, public service, communication, 
PR, office management will be considered an asset. 

 
Applications 
 
To apply for this position, please send your CV and cover letter no later than 4/06/2021, 23:00 (Beijing 
time) to beijing.consular@diplobel.fed.be, clearly stating your name and ‘Administrative assistant with 
receptionist duties’ in the subject line. Only shortlisted applicants will be contacted.  
In the meantime, for any questions related to this position, please contact the embassy by email 
(beijing.consular@diplobel.fed.be) or by telephone (+86 10 6532 1736). 
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