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Embassy of Finland in Prague seeks a Communications and Administrative Assistant 
Embassy of Finland in Prague seeks a full time Communications and Administrative Assistant as of February 2018 or as agreed.

The duties will entail a wide range of activities including point of contact for general inquiries, customer services, coordinating events, social media monitoring and participating to the work of the communications team, administrative support to the Embassy staff and other duties requested by the Head of Mission.

The candidate should have fluency in Czech, English and Finnish, have good interpersonal skills, computer literacy and be service oriented. Knowledge of Slovak language and previous work experience are seen as an advantage.

Czech legislation and terms of employment for locally employed staff of the Ministry for Foreign Affairs of Finland will be applied to this position.
For more information, please contact Attaché, Administrative and Consular Affairs Jorma Mussalo, e-mail: sanomat.pra@formin.fi, tel. +420 251 177 251.

Send your application and CV in English not later than January 22nd, 2018 by e-mail to sanomat.pra@formin.fi.  Please quote “Communications & Administrative Assistant" in the subject field of your mail. 
For more information about Finland and our work in the Czech Republic and Slovakia, please visit: www.finland.cz
