
Job Profile: Assistant for AFD Yangon office 

 
The French Development Agency is currently seeking an assistant for its Yangon office. 
 
The successful candidate should possess the following qualifications: 

- University graduate 
- Excellent proficiency in Myanmar and English languages (writing and speaking), with knowledge of the 

French language a bonus 
- Effective communication skills 
- Secretariat skills 
- Computer literate 

 

 
TASK 

 

 
Description 

1 – Secretarial work - Register, process and disseminate information (letter, fax, phone); 
- Manage the use of the meeting room and the collective agenda; 
- Sorting and ordering the secretarial documentation, 
- Filing the project documentation and records, 
- Organizing the schedule/timetable of the officers, 
- Translations, 
- Update of the contact data base of the agency (excel table), 
- Search for information on contacts/ clients of the office/agency, 
- Organize logistic for meeting, workshops 

2 - Organization of the 
missions from Yangon 

office and 
Headquarters (HQ)  

- Organizing the schedule of HQ missions in liaison with the office operational team; 
- Deal with the French Embassy, MOFA and HQ to obtain courtesy visa for HQ 

missions; 
- Centralizing missions orders from HQ mission, having them signed by head of office 

and managing advance request on mission fees; 
- Organizing the schedule of Yangon office mission in relation with the operational 

team; 
- Preparing of mission orders and mission fees reimbursement;  
- Hotel booking ; 
- Organizing transportation (car rental, airport pick-up and drop-off); 
- Flight ticket booking/purchase/change/re-confirmation; 

3 – Administrative 
management of the 

office 

- Manage leave requests from the office staff; 
- Centralize attendance monthly reports; 
- Supervise office driver and office car use : centralize request; monitor mileage, 

gasoline expenses and driver extra time; 
- Manage budget related to office car use (maintenance, gasoline, insurance); 
- Coordination with the authorities for the delivery and renewal of visas and stay 

permits for the expatriate staff; 
- Assist expatriate staff on administrative matters involving Myanmar authorities; 
- Monitoring Yangon office budget for missions and file mission documentation 

(mission orders; plane tickets, planning, etc.);  
- Monitoring Yangon office reception expenses 

4 – Support to the 
external 

communication 

- Participating in the development and implementation of the communication plan of 
the office; 

- Updating AFD’s information on the French Embassy website; 
- Monitoring the update of AFD agency/office website; 
- In liaison with the French Embassy, general contacts with media. 

 
Contact: Ghislain Rieb, riebg@afd.fr 
 Myat Thet Zune, zunemt@afd.fr 
 
Deadline of submission of candidature 16/06/2017 
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