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VACANCY

The United States Consulate General seeks applicants for a

RECEPTIONIST/CLERK

Closing Date: October 12, 2004

Work Hours: full-time, 40 hours per week

The basic function of this position is to provide receptionist and informational support to the U.S. Consulate General.  Duties include: answering phones/switchboard, assisting the Consular Section in keeping forms up to date, processing time and attendance records, filing, faxing, copying.  This position will occasionally 

assist in locating housing for new employees.

Qualifications Required:

· Applicants must be residing in Curaçao and have the required work and/or residency permits
· Completion of secondary school 
· 2 years secretarial, general office or clerical experience
· Level 4 (fluent) English, Level 3 (good working knowledge) Papiamentu
· Ability to use Microsoft Word, Excel and Access
· Ability to work in a demanding environment
Address current resumé or cv, with supporting documentation,  to:

U.S. Consulate General Curaçao

J.B. Gorsiraweg #1 or PO Box 158

Attn: Human Resources Department

Curaçao, Netherlands Antilles 

or

info@amcongencuracao.an

