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JOB DESCRIPTION

Position title: Assistant/Translator
Immediate Supervisor: Project Director
Second Level Supervisor: Mayor Advisor

Scope of the job: The Assistant/Translator will be responsible for assistance of day to day
project administrative activities including handling of telephone, faxes and photocopies.
She/he will be responsible for assistance in organization workshops and meetings. She/he
will also be responsible for drafting letters and reports, maintaining efficient filing system of
the project documents and providing English/Armenian translation/interpreting services.

A. Responsibilities:
¢ Providing translation and interpretation as necessary;
e Preparation of all correspondence in English;
¢ Formulation of incoming/outgoing letters and other documentation;
e Documentation of minutes of the meetings;
e Controlling telecommunications (fax, e-mail);
¢ Keeping safely the correspondence and high importance documentation;
e Assistance to Project Director;
e Scheduling meetings and following Project Director's agenda;
¢ Implement other relevant tasks and duties as assigned by Project Director.

B. Knowledge and qualifications:
e Higher education diploma in Foreign Language (English);
¢ Demonstrated experience of at least 5 years as translator;
e MS Office skills.

C. Professional Competencies:
e Results-oriented;

Excellent analytical skills;

Excellent presentation and facilitation skills;

Demonstrated diplomatic and negotiating skills;

Strongly developed problem-solving and decision making skills;
Planning and Organization skills;

Cooperation/Teamwork;

Report writing skills.

D. Terms and Conditions of Service

Term and conditions of employment are governed by Armenian Legislation, Yerevan
Municipality policies and procedures and employment contract. Job description is an integral
part of the employment contract.

PMIC: Project management and Institutional Strengthening Consultant, DESC: Detailed Engineering and Construction Supervision
Consultant, GSB: Government Supervisory Board, EA, Executing Agency, IA: Implementing Agency, PIU: project implementation unit, EIA:
Environmental Impact Assessment, IEE: Initial Environment examination, EMP: Environmental Management Plan, LARF: Land Acquisition
and resettlement Framework, LARF: Land Acquisition and resettlement Plan. PPMS: project performance monitoring system
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