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Vacancy Announcement for Consular Assistant (01 Post)

The Embassy of Bangladesh is going to recruit a Consular Assistant for Diplomatic Wing. The applicant
who wishes to be a part of the Embassy team is encouraged to apply.

Job details:

» Assigned as full-time job in the Consular Section of the Embassy of Bangladesh.

»Need to receive visa applications, process and delivery visas

» Need to perform Bio-metrics for passport, need to scan documents, need to send/reply emails,
need to do filing, need to deliver/receive documents/passports to service seekers etc.

» Duties may entail working beyond office hours and out of Tokyo travels

» Must abide by the Embassy rules, regulations, and office decorum

» Should comply with any other duties assigned by the Embassy other than the work of a consular
assistant.

Required gualifications:

Minimum graduate from any junior college.

Basic Computer knowledge, MS Word, excel, scanning & attaching documents etc.

Readiness to work under pressure, take challenges as well as being flexible, amicable, courteous, etc.
Needs Lo be fluent in English and Japanese.

Experience: Preference will be given with prior work experiences in Consular or in HR Management
or in Public Management. However, freshers can also apply.

Salary and benefits:

Monthly salary JPY 215,000 with yearly bonus of one month salary and yearly increment based on the
performances.

Nationality: Preferably Japanese; but any nationality can apply fulfilling the conditions.
Closing of the application: Monday, 10 February 2025

Interested, competent and qualified candidates who meet the above criteria may submit the following
documents (non-returnable) either by post or by email:

» Forwarding letter

» Curriculum Vitae

» One passport size photograph

» Copy of the passport, academic papers and other relevant papers.

Application should be sent to:

Head of Chancery

Embassy of Bangladesh
3-29 Kioicho, Chiyoda-Ku, Tokyo 102-0094
E-mail: crpolitical.tokyo@mofa.gov.bd

Only short-listed candidates will be contacted for interview.
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