WORLD BANK COUNTRY OFFICE IN UZBEKISTAN
VACANCY ANNOUNCEMENT - TEAM ASSISTANT / RECEPTIONIST

The World Bank invites applications from suitably qualified candidates for a position of
Receptionist at its Country Office in Tashkent, Uzbekistan. The position will be available from
November 20, 2006. The initial contract will be for six months and may be extended provided that
the performance is fully satisfactory.

Responsibilities:

Under general supervision of the Executive Assistant, the receptionist’s principal
responsibilities will include the following: (a) answers and properly transfers incoming telephone
calls, provides necessary background information to callers if required, takes and distributes telephone
messages; (b) logs and routes incoming and outgoing correspondence; (c) meets and registers visitors,
informs the office staff of their visits; (d) updates and distributes the World Bank Country Office
Telephone and Address Directory on a regular basis; (e) uses keyboard and word processing skills to
assist in preparation of short documents, memos, letters, faxes and electronic mail; (f) may back-up
other team assistants in routine office functions, as required; (h) performs other duties as requested by
Supervisor.

Qualifications & Experience Required:

e  Minimum of high school diploma;

e Two years’ experience as an office secretary/receptionist, knowledge of standard office
equipment (computers, photocopy, fax machines, etc.);

e Effective written/verbal English, Russian and Uzbek communication skills;
Ability to pass relevant Bank tests as required.

Additional Skills Needed:

® Good team player with ability to interact tactfully and effectively with staff and visitors at
all levels;
e Ability to work accurately and complete tasks according to specific instructions.

Citizens of Uzbekistan with the required qualifications, experience and skills are invited to
send their curriculum vitae, together with a covering letter, to Mr. Andrew Panyaev
(apanyev@worldbank.org), Office Manager, World Bank Country Office in Uzbekistan,
International Business Center (15™ floor), 107B Amir Timur street, Tashkent. Telephone: 138-
59-50, fax: 138-59-51/52. Please note that only short-listed candidates will be contacted and
interviewed during November 6-10, 2006.

The closing date for receipt of applications is November 5, 2006.




INPEACTABUTEJIBCTBO BCEMUPHOI'O BAHKA B Y3BEKUCTAHE
OBBSIBJIEHUE O BAKAHCHUU CEKPETAPS

BcemupHnblit bank npuriamaeT 3asBKH OT COOTBETCTBEHHO KBATU(HIMPOBAHHBIX KAHIUAAaTOB
Ha mo3umuio cekperaps B o¢uc [IpeactaButensctBa B Tamkente, Y30ekuctan. K BbImosHEeHHIO
cBOMX 00s13aHHOCTEH HeoOxoaumo Oyner mpuctynuth ¢ 20-oro Hossops 2006 r. IlepBoHavyanbHBIHA
KOHTPAaKT MOJNHUCHIBAETCS Ha IIECTh MeECSIEeB W MOXKET ObITh NpPOMJIeH NpH YCIOBHH
YIIOBJICTBOPHUTEIHHON pabOTHI.

O0s13aHHOCTH.

Pabotas mon Hauanom Accucrtenrta ['naBel [IpencTaButenbcTBa, OCHOBHBIMU 00S3aHHOCTSIMH
cekperaps OymyT ciemyromue: (a) OTBeYaTh W IPaBIIIBHO HANpPAaBIIATh BXOMISIIHE Tele(OHHEBIC
3BOHKH, TIIpH HEOOXOMMMOCTH oOecreunBaTh a0OHEHTOB HEOOXOIMMOW  BCIIOMOTATENBHOM
uHpopMaIed, MpUHUMATh COOOLIeHUs MO TeleoHy W mepelaBaTh UX; (0) perucTpupoBaTh H
pacripeensaTh BXOJAIIYI0O M HCXOMSIIYI0 KOPPECIOHACHIMIO; (C) BCTpeYaTb U PETUCTPUPOBATH
noceTuteneil, WHPOPMUPOBATH PAOOTHUKOB O(duca O MOCEMICHHH; (II) PETYISPHO OOHOBIATH H
pacceuiaTh TeneOHHBIA M aIpecHbIil crpaBouHUK opuca Bcemuproro banka B VY30Oekucrane; (e)
UMETh HaBBIKM pabOTHl Ha KOMITBIOTEpPE, YTOOBI OKa3aTh IOMOINs B IOATOTOBKE HEOOIBIIHNX
JOKYMEHTOB, MHCEM, (aKCOB W JJIEKTPOHHOH MOYTHI, (3K) MPU HEOOXOAMMOCTH 3aMEHATH APYTHX
ACCHCTEHTOB B O(hiCe B BBHIMOJHEHUN €XEAHEBHBIX O(MHUCHBIX O0SM3aHHOCTEH; (3) BBIOIHATH OPYyTHE
nopyuenus Accucrenta ' nassl [IpencraBuTenscTBa.

Tpedyembie kBaTuGUKAIMU U ONBIT:
. Cpennee oOpa3oBaHue (KaK MUHUMYM);

I[Ba roga IMpakKTUYCCKOTO OIIbITa B Ka4YC€CTBE CEKpETaps, YMCHHC IIOJIb30BaTbCA
CTaHAapTHBIM OCI)I/ICHLIM 060py,Z[OBaHI/I€M (KOMHLIOTep, KOIMMpOBAJIbHAsA TCXHHKA,

(hakc u T.1.);

. HaBbiku xopomrero oOmieHusi (yCTHO/MUCHMEHHO) Ha AHIJIMHCKOM, PYCCKOM U
y30EKCKOM SI3bIKaX;

. [Ipoxoxxaenue TpeOyeMbix TecToB Becemuproro 6anka.

TpeﬁyeMble JAOMOJHHUTECIbHbBIC HABbIKHU:

. YMeHHEe M CHOCOOHOCTh TAKTUYHO M ONEPaTHBHO paboTaTh B KOJUICKTHUBE U C
MOCETHTEIISIMH JIF000T0 paHra;

. YMmenne paboTaTh aKKypaTHO W BBIIONHATH 33JaHAE COTJIACHO KOHKPETHBIM
HMHCTPYKIIUSM.

I'paxnane Y30ekuctaHa HEOOXOIUMOM KBaTH(UKALIMH, OMBITOM M HaBBIKAMH MOTYT HaIlpaBiIsATh
CBOC pe3l0Me BMECTE C CONPOBOIAWTEIBHBEIM MHCEMOM, Ha uMsi Amnapess [lansieBa
(apanyaev@worldbank.org), Anmunuctparopa Oduca IlpeacraBurensctBa BecemupHoro Ganka B
V36ekucrane mo aapecy: Tamkenr-700084, yia. Amup Tumypa, 1075, MexnyHapoaHblii Ou3Hec-
meHtp (15 srax). Tem: 138-59-50, dakc 138-59-51/52. Kanmunatel, oToOpaHHBIE B KOPOTKHMA
CIIHCOK, JOJDKHBI OyIyT NpoiTH HHTEPBEIO 6-10 HOsIOpa 2006 roza.

Mocyennsist AaTa Moga4u 3a9BOK — 5 HostOps 2006 rona.




