
 
 

Employment Opportunity 
United States Peace Corps in Myanmar 

 
The United States Peace Corps program in Myanmar seeks a qualified and motivated candidate to fill the 
following full-time position: 
 

Administrative Assistant 
Minimum Starting Salary: $ 11,735/year (FSN-6 equivalent) 

Anticipated Start Date: February 2021 
*starting salary dependent on experience 

 
Organization background   
Peace Corps (PC) is a non-political, non-religious, independent U.S. Government agency.  Our mission is 
to promote world peace and friendship by fulfilling three goals:  

• Goal 1: Help the people of interested countries in meeting their need for trained men and women 
• Goal 2: Help to promote a better understanding of Americans on the part of the peoples served. 
• Goal 3: Help to promote a better understanding of other people on the part of Americans. 

 
In 2016, Peace Corps established its program in Myanmar, partnering with the Ministry of Education to 
build capacity in the field of English Language Education.  Our American Peace Corps Volunteers work 
side-by-side with local teachers and students to enhance English language proficiency and teaching skills. 
They teach English classes to students, hold training workshops for teachers and promote English 
language learning in their communities.  Volunteers also promote cross cultural exchange, and lead small 
community development projects.   
 
The Administrative Assistant (AA) performs a variety of administrative duties in support of the 
administrative unit and overall office operations. The AA reports to the Financial Specialist (FS).  
 
The AA is responsible for providing assistance to the administrative unit and supporting office 
operations through, but not limited to, the following tasks:  
 
• Assists FS and finance team with financial reports, recording financial transactions 
• Assists Contracting officer with handling Human Resources files, assisting hiring process and keeping 

time records  
•  Coordinates with staff travelers and conference organizers to ensure that travel preparations and 

conference arrangement are made  
•  Communicates with travel agencies, the Embassy travel section, and vendors (hotels, airlines, etc) 

for making international and domestic travel arrangements. 
• Assists with procurement, stocking, distribution and re-stocking of office supplies and residential 

equipment 
• Maintains internal and external office communication, including office newsletters, handbooks, 

annual reports, message boards, calendars, and reminders 



• Assists with creating and uploading media and content to the Peace Corps website and social media 
pages 

• Answers the main office telephone line, records messages, maintain message boards, calendars, 
reminders and facilitates internal and external office communication 

• Greets guests visiting the office and informs staff of visitors 
• Receives and distributes incoming and outgoing mails 
• Ensures that the main reception and lobby area are organized and well-maintained 
• Support all staff with administrative processes, including but not limited to copying, printing, 

collating documents, etc. 
 

 
Qualifications required for effective performance  
• Completion of university degree in related field 
• Must have at least two years of experience in a similar administrative capacity, preferably with an 

international organization 
• Previous experience supporting Finance and Administration tasks 
• Excellent computer skills with knowledge of Microsoft Office products, especially advanced Excel 
• *Advance Fluency in English language and also fluent written and spoken Myanmar language 
• Willingness to learn new systems and motivation to improve existing capabilities 
• Proactive and positive team player with the ability to work under minimal supervision 
• Demonstrates professional behavior and exercises judgement with colleagues and externally, as a 

representative of Peace Corps 
• Must be honest, reliable and act with integrity 
• Candidate must demonstrate flexibility and willingness to work successfully in a cross-cultural 

environment  
• Ability to maintain confidentiality 
• Knowledge of development work, governmental and non-governmental organizations operations, 

public relations and cross cultural awareness 
 
*Note that during the interview process, candidate may be tested to verify language proficiency  
 

Application instructions 
Please submit a cover letter along with a resume or C.V. to the following email address: 
myanmarjobs@peacecorps.gov. Any questions (including requests for the complete Statement of Work) 
can also be sent to this email. 
Write Application for Administrative Assistant and applicant name in the subject line of the email.   
Applicants who do not address the required qualifications will not be considered for an interview.   
 
Applications are due by November 22, 2020 
 
The United States Peace Corps is a non-political, non-religious organization, which brings American 
Volunteers to Myanmar. The Peace Corps is an agency of the United States Government and was founded 
by President John F. Kennedy in 1961.  General information about Peace Corps can be found on 
www.peacecorps.gov.   
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