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VACANCY

Are you dreaming of joining a dynamic team in an international context?
Then it’s time to send your CV to us!

The Embassy of the Kingdom of Belgium in Pretoria is looking for an
ADMINISTRATIVE EXPERT (PERSONAL ASSISTANT TO THE AMBASSADOR).

Your tasks:
e Coordinating and executing administrative tasks for the Ambassador (agenda

management, etc.)

e Oversee budgeting and manage expenses for the Ambassador, including security,
vehicles, travel, and official events.

e Liaising with South African government departments.

e Drafting, editing, and proofreading of communication, such as Notes Verbales and
other official communication, to DIRCO and other diplomatic entities.

e Co-ordinating travel arrangements.

e Contributing to the practical organization of meetings, official visits, or other events.

e Monitoring social media and contributing to the Embassy's communication on social
networks.

Do you have what it takes?
e A work permit if you are a non-South African resident/citizen.

e The ability to start as soon as possible.

e Higher education diploma or equivalent relevant experience.

e Proficiency in social media platforms, with the ability to create engaging content,
messages, and videos for channels such as Facebook, Instagram, LinkedIn, and other
digital platforms.

e Be well-organized, work in a structured way, and adapt quickly to changing priorities,
including providing support with various administrative tasks.

e Remain calm under pressure and manage daily interactions in a patient, professional
manner.

e Anopen mind and interest in working in a multicultural environment.

e An excellent knowledge of English.

e Excellent verbal and written skills.

e Proficiency in MS Word, Excel, and Outlook.

e Demonstrate flexibility and availability to support time-sensitive matters and official
events that may occur outside normal office hours.

e The ability to be flexible and to work as part of a team in an autonomous way.

e Akeen eye for detail and a strong sense of responsibility.

e A good grasp of the concept of loyalty, integrity, and confidentiality.



Additional Assets
e A good knowledge of Dutch or French, oral and written.
e 6+ months of professional experience in a function related to secretarial work, social
media management, or event organization.
e Work experience of 6+ months as an employee in an international organisation and/or
consulate/embassy.

What do we offer?
e Afull-time contract (37.5 hours per week) with a probationary period. Additionally, you
will get a pension scheme and a medical insurance.

How to apply?

Send your application and supporting documents (cover letter, CV, proof of permit if required)
for the attention of the Head of Administration to pretoria@diplobel.fed.be with the Subject
line as: "[Full Name] - PA to Ambassador/Pretoria.”

Please note that shortlisted applicants will be required to complete an assessment.

Deadline for submissions:
13 September 2026 by 11:59pm local time

The position is open to all. The Embassy pursues a policy of diversity,
non-discrimination and equal opportunities.
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