
 
 

 

JOB DESCRIPTION 

 

ASSISTANT (E) FOR ADMINISTRATION AND STUDIES PROJECTS 

IN FRANCE FOR A CONTRACT OF 4 MONTHS 

The position of assistant (e) administration and studies projects in France, of the Cooperation and Cultural Action 

Service (SCAC) of the Embassy of France in Islamabad is a position that will evolve according to the profile of the 

retained person and his/her ability to evolve. 

The selected candidate will be assigned to assist: 

- The Counsellor / Head of Development and Cultural Cooperation ; 

- The Cooperation Attaché; 

- The Attaché for Higher Education; 

- Program Officer for Promotion of French Language 

- Head of Administrative Affairs 

 
His/ her main tasks will be as follows: 

- General Administration (management of paper and electronic files, note taking, writing of reports and 

letters, making appointments and follow-up, management of the SCAC calendar in coordination with the 

head of office); 

- Management and administration of mobility: follow-up of invitations in France, missions in Pakistan, and 

scholarship files (internship, studies); 

- Management and administration of SCAC projects and events; 

- Assistance in the preparation of the SCAC communication (press release, FaceBook communication and 

website), in coordination with the press service; 

- Information help for Pakistani students wishing to study in France under the supervision of SCAC attachés. 

This assistance will be provided online or directly with hotlines at the premises of the Alliance Française. 

If it turns out that the candidate has sufficient knowledge of higher education in France to promote it 

autonomously, his / her job description can be modified accordingly, as well as his / her hours and places of 

work according to terms that will then be specified. 

 
Diploma requirements and language levels: 

- Have at least a Bachelor's degree in Humanities and Social Sciences; 

- Have an excellent level of English (spoken, read and written) - IELTS 8; 

- Knowledge in French would be an asset 

- Urdu native language. 



Skills and know-how: 

- Perfect mastery of word processing tools; 

- Writing in English, if possible in French; 

- Know how to work in a team; 

- Have the sense of public relations; 

- Excellent expression both in writing and orally; 

- Excellent general presentation. 

 
Recruitment conditions: 

- Complete curriculum vitae, copy of the diplomas  

- Copy of the identity card or passport 

- Job interview and presentation of original documents; 

 
Salary conditions: 

- According to the grids in force at the embassy according to the experience and the qualification. 

Contact: cooperation.islamabad-amba@diplomatie.gouv.fr / tel: 0 51 201 15 36 / Fax: 0 51 201 15 30 


