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Secretary
At the Permanent Mission of Japan to the United Nations

(Protocol Section)

1. Responsibilities include, but are not limited to:

General secretarial work such as responding phone calls, managing appointment schedules for
officers, coordinating logistics/protocol for conferences, meetings, briefings, receptions, and other

official functions, drafting diplomatic correspondence, etc.

2. Requirements/Preferences:

1. U.S. citizenship or green card required

2. Computer skills, typing skills and excellent English writing and verbal communications skills
required
College degree preferred
Basic knowledge of international affairs and diplomacy preferred

5. Familiarity with Japanese language and culture preferred
3. Conditions:

1. Full-time local staff. Monday through Friday.8 hrs 45min./day (including a break of one hour)

2. 3 months probation period required. 2 years (including probation period) with possible extension.

4. Salary
Commensurate with each applicant’s work experience.

If interested, please send a cover letter and resume to secretary@dn.mofa.go.jp by email with

“Application (your name)” in the subject line by January 16%, 2020. No phone calls please, as
application is only accepted through email. The letter and resume will not be returned. Only those
who will be retained for further selection processes will be notified accordingly. Interview will be
scheduled for January, for which physical presence will be required (no travel allowance nor travel

arrangements provided from us).
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