
	Japan International Cooperation Agency (JICA)
RECRUITMENT & SELECTION

APPLICATION FORM


	THIS APPLICATION IS FOR THE FOLLOWING POSITION:

	Project Assistant, the Project for Capacity Building on Climate Resilience in the Pacific, JICA (Japan International Cooperation Agency) 


	1.
	PERSONAL DETAILS

	NAME
	

	DATE OF BIRTH
	
	SEX
	

	NATIONALITY 
	

	FAMILY STATUS (DEPENDENTS)
	

	POSTAL ADDRESS
	
	E-MAIL ADDRESS
	

	TELEPHONE WORK
	
	MOBILE NUMBER
	

	TELEPHONE HOME
	
	FAX NUMBER
	

	LANGUAGES
	

	HOBBIES
	

	COMMUNITY INVOLVEMENT
	

	

	2.
	ACADEMIC BACKGROUND (Most recent ones first)

	Dates
	Institution/Country
	Qualification Attained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	3.
	OTHER PROFESSIONAL DEVELOPMENT/WORKSHOPS/CONFERENCES ATTENDED (State only those that are relevant to this position)

	Dates
	Institution/Country
	Programme Title/Theme

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	4.
	WORK EXPERIENCE WITH REMUNERATION (Most recent employment first)

	Dates
	Employer
	Position (briefly list core functions)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	5.
	STATE HOW YOU MEET EACH SELECTION CRITERIA 

	CRITERIA 1
A diploma or bachelor degree in Business Administration or Management, or relevant field.

	

	CRITERIA 2

At least 1-year relevant experience in administration and office management.

	

	CRITERIA 3

Excellent written and verbal English and Samoan communication skills including high level of inter-personal skills in a multi-cultural team environment. Preferably, working experience with Japanese people and/or ability in Japanese language.

	

	CRITERIA 4

Demonstrates initiative and ability to think outside the box in dealing with multiple tasks, demanding deadlines, etc.

	

	CRITERIA 5

High computer literacy especially Microsoft Office Outlook, World, Excel and PowerPoint.

	

	CRITERIA 6
Experience in public relations work.

	

	

	6.
	GENERAL INFORMATION

	Computer Literacy (list programmes and level of competency)
	

	Discipline Record (list past employment disciplinary cases or criminal convictions, if any)
	

	Details of any Medical History


	

	Possible start date if successful
	

	

	7.
	ANY OTHER ADDITIONAL INFORMATION APPLICANT WISHES TO SUBMIT

	

	

	8.


	CERTIFICATION & AUTHORISATION:

All information submitted herewith is true and correct.  JICA has the authority to seek verification of any information provided.

	

	
	

	Signature
	Date


The following documents must be attached to this Application Form:

· Curriculum Vitae

Applicants may attach copies of available Referee reports and other information they wish to provide to support their application.
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