Background

Bird Conservation Nepal (BCN) is the largest and oldest civil society organization established in 1982 and is dedicated to the interests of ornithologists, birdwatchers and conservationists in Nepal.

We are committed to showing the value of birds and their special relationship with people. As such, we strongly advocate the need for peoples’ participation as future stewards to attain long-term conservation goal. 

Our staffs forms the heart of BCN but the lifeline is provided by the invaluable contributions of volunteers and supporters. Both financial and in-kind support is greatly appreciated and we welcome any kind of help that can be offered. 

Job title: Office Assistant
Main Duties and Responsibilities:
1. Attend reception and transfer calls. Be courteous and helpful to all telephone inquiries.

2. Manage updated list of books, magazines and reports in BCN library. Make sure that publications/properties are not lost.

3. Keep systematic store and supply materials as per the requisition forms filled by other staff. 

4. Maintain an updated list of BCN properties and provide with a monthly statement.
5. Keep telephone log for STD. Verify the use of telephone for official and private purpose and provide monthly details to Finance Officer (FO).
6. Assist FO on bank related work, signatures etc when needed.
7. Help Administrative Officer (AO) to minimize administrative expenses. Report AO on your work who will be your immediate line manager.

8. Participate and assist in BCN activities. Assist other staff where necessary.

Skills and education required: 

1. +2 levels (higher qualification preferred) in Business Studies or relevant subject.
2. Fluency in English with excellent written and oral communication skills.

3. Strong computer skills particularly word processing, excel spreadsheets and Nepali typing.

Salary: 

As per BCN's rules and regulations

To Apply:

Please submit your cover letter, latest Curriculum Vitae, two professional references and a pp-size photo to the address given below no later than 15 March 2007.
To,

The Administration Department

PO Box 12465

Lazimpat, Kathmandu, Nepal

· BCN is an Equal Opportunity Employer. 

· Only selected person will be contacted for interview. 

Any form of canvassing, soliciting or influencing will be treated as a disqualification.

