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Medical Office Assistant, FSN-08/FP-06
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Date:

[bookmark: _GoBack]INSTRUCTIONS:  Please use the right side column to explain in detail how you meet the qualification for this vacancy announcement.  This information will be used to determine if you meet the required qualifications for this position.  

	Qualification requirements
	
	My qualifications and how they meet the vacancy announcement requirements.

	
	
	

	2 year postsecondary education required. Additionally a technical training/medical laboratory certification is required.

	
	


	
	
	

	Three years' experience as an office management assistant in organizations is required.

	
	

	
	
	

	Level IV (Fluency) knowledge of written and spoken English, Russian and Tajik is required. Language proficiency will be tested. 

	
	

	
	
	

	Must demonstrate understanding and proficiency in office practice.
	
	

	
	
	

	Must be capable of organizing file systems, logistically prepare presentations and monitor M/MED programs.

	
	

	
	
	

	Must have working knowledge of Microsoft Office, particularly Word, Excel and Power Point. Must have knowledge as both user and owner for the setting up and maintaining of a Medical Share Point site.
	
	

	
	
	




