V A C A N C Y

AMERICAN CONSULATE GENERAL has a vacancy for a PROTOCOL ASSISTANT, who will serve as protocol and personal assistant to the Executive Section in communicating with local and district community leaders, and in organizing official and major social functions with local authorities and other diplomatic representations in Istanbul.  

    REQUIREMENTS:

· Possession of a university degree;

· 3-4 years of assistant level work experience involving protocol, administrative, and VIP support work in a U.S. or international organization;

· Level IV (fluent) English and Turkish both in writing and speaking;

· Proficiency in use of Microsoft Office Programs with a good working speed and accuracy;

· Thorough knowledge of U.S. and Turkish protocol codes, social, cultural and political aspects of Turkish society, its history, political and economic trends, developments, prominent society leaders, and key persons in the business, political, cultural and academic areas;

· Excellent interpersonal, customer service, and communication skills; 

· Ability to establish effective working relations with high level political, economic, cultural, academic, religious and local government contacts; 

· Ability to work under constant interruption and respond to high volume of service needs required.

· Male applicants must have completed compulsory military service at the time of application. 
Application forms are available on-line, or at the gate of the Consulate at Istinye Mahallesi, Kaplicalar Mevkii, No. 2, Istinye.

Deadline for Applications:  October 18, 2004.

