Vacancy Announcement
HEANE

The Embassy of Nepal in Beijing would like to announce vacancy for the post of
Interpreter cum Translator and is accepting applications from qualified Chinese
nationals fulfilling the following criteria:
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Academic qualifications: Bachelor’s Degree

English Proficiency: Fluent in written and spoken English

Experience: At least 2 years’ experience in similar field especially in secretarial job
and office management preferred. The applicant should have no criminal record.
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Job Responsibilities:
* Carry out the duties as an Interpreter cum Translator.
* Translate the incoming and outgoing correspondences from Chinese into
English and vice versa as instructed by the officials.
* Co-ordinate with Chinese government agencies on various official matters
such as political, economic, cultural and people-to-people level affairs
Assist in visa matters.
Website and social media account management. i
Assist in consular works as instructed by the concerned official.
Arrange appointments for the officials of the Mission.
Provide secretarial support to officials of the Embassy as necessary.
Assist officials in event management, whenever required.
Be prepared to work during off-hours and public holidays, if necessary
Perform other miscellaneous works as instructed by the officials of the
Mission.
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Salary Scale: 8000-8300 RMB / Month
F WA 8000-8300 A RM/H

Interested candidates are invited to send an application with a passport size
photograph and a copy of bio-data to beijing@nepalembassy.org.cn before 15 July
2025.
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Only short-listed candidates will be called for an interview. Telephone calls will not
be entertained.
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Address: 3
Embassy of Nepal

No. 1, San Li Tun Xi Liu Jie, Beijing 100600
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