

EMBASSY OF BRAZIL IN WELLINGTON

 SELECTION PROCESS FOR ADMINISTRATIVE ASSISTANT
NOTICE No. 01/2023

The Selection Commission of the Embassy of Brazil in Wellington, by means of its powers vested by Service Order No.3, of 01 of February, 2023, as determined by the Ambassador of Brazil in Wellington and in accordance with the provisions in Decree 1570 from 21 July 1995, publicly announces that applications are open for the selection process of 1 (one) vacancy for Administrative Assistant, along with the formation of a registry for outstanding reserve candidates, from 19 June until 24 July 2023, as outlined on this Notice.

1. BASIC REQUIREMENTS FOR APPLICATIONS

The candidate must satisfy the following criteria:
1.1. Be aware that the vacancy being applied for does not equate to employment or a government function disciplined by Brazilian law;
1.2. Brazilians or nationals of other nations must be regular residents of New Zealand with the legal right to perform paid employment under New Zealand law (Resident Visa); 
1.3. Demonstrate mental and physical aptitude, to be ascertained via a medical certificate should the candidate be approved in this selection process;
1.4. Present a certificate of completion of secondary school or college;
1.5. Be fluent in Portuguese and English (written and spoken);
1.6. Be at least eighteen (18) years old;
1.7. Have a clean police record, to be presented at the time of hiring of the candidate;
1.8. Brazilian candidates must submit: 
a) Proof of regular situation with the Brazilian military service, when applicable;
b) Proof of a regular electoral record; and
c) Declaration that the candidate does not hold public positions or functions in Brazil. 


2. APPLICATIONS FOR THE SELECTION PROCESS

2.1. There will be no application fee for the selection process.

2.2. DURATION: The application period for the selection process begins on 19 June 2023 and ends on 24 July 2023, subject to an extension at the discretion of the Selection Commission’s judgement.

2.3. FORMAT OF APPLICATION: The Registration Form, attached to this Notice, along with all documents required on item 2.4 and its sub-items, may be submitted by e-mail to brasemb.wellington@itamaraty.gov.br (subject: “SELECTION PROCESS 01/2023 – ADMINISTRATIVE ASSISTANT”), or be handed in at the Embassy of Brazil in a sealed envelope, or posted by mail, observing the deadline of 24 July 2023, and addressed to: 

Embassy of Brazil in Wellington
REF: Selection Process 01/2023 for Administrative Assistant
Administrative Section
Level 13, Maritime Tower – 10 Customhouse Quay
Wellington 6011

2.4. – DOCUMENTS: For an application to be accepted, the candidate must submit the following documents: 

a) Registration Form whose model is attached to this Notice, duly filled out and signed, available at the Embassy of Brazil or online at the Embassy website (http://wellington.itamaraty.gov.br); 

b) For non-citizens of New Zealand, copy of document demonstrating the applicant is a regular resident with the legal right to perform paid employment in New Zealand (Resident Visa);

c) Copy of the high school or, if applicable, university diploma;

d) Curriculum Vitae or resume, as well as, if applicable, letters of reference or recommendation;

e) Copy of employment titles or certificates and/or list of last employers, if applicable, with postal and telephone contact addresses (references);

f) [bookmark: _Hlk104901774]For Brazilians, a clean police record certificate generated from the website https://antecedentes.dpf.gov.br/antecedentes-criminais/certidao. For all candidates, whether Brazilians or not, who have been approved during the third phase (see item 5.3), whose names will be added to a registry for outstanding reserve candidates for a possible filling of future position (see item 6.5), a clean police record certificate provided by the appropriate New Zealand authorities will also be required;

g) For male Brazilians, proof of regular situation with the Brazilian military service; 

h) For Brazilians, proof of regular electoral record as well as the Brazilian fiscal number (cadastro de pessoas físicas – CPF);

i) For Brazilians, the applicant must include a declaration, attached to this notice, that the candidate does not hold public positions or any other public function and is aware that the vacancy for which the candidate is applying does not equate to employment or government service disciplined by Brazilian law (a template for this declaration can be found at the end of this Notice);

j) Name changes must be proved by means of relevant documentation;

2.5.  Queries regarding the selection process will not be answered via phone. Any queries must be forwarded by e-mail to: brasemb.welllington@itamaraty.gov.br , with: SELECTION PROCESS 01/2023 ADMINISTRATIVE ASSISTANT in the subject line.

3. GENERAL PROVISIONS

3.1. POSITION, ATTRIBUTIONS AND HOURS:

3.1.1. The present selection process seeks to fill the position of Administrative Assistant (AA), for a fixed period (one year contract, which may be renewed at the diplomatic mission’s discretion), for the Embassy of Brazil in Wellington.

3.1.2. The selected candidate will work at the Embassy of Brazil in Wellington and the contract will be ruled by New Zealand employment law, according to provisions set out in the Guidelines for the Diplomatic and Consular Corps 2019 by the New Zealand Ministry of Foreign Affairs and Trade (https://www.mfat.govt.nz/assets/Consular/Diplomatic-and-Consular-Corps-Guidelines/Chapter-6-Locally-Employed-Staff.pdf).

3.1.3. The selected candidate must fulfil a 40 hour a week roster, from 9 am to 6 pm, with one hour for lunch, from Monday to Friday. Exceptionally, the selected candidate may be required to work at different hours, or outside of Embassy premises, at the discretion of the Embassy, as well as work on weekends. Whenever the selected candidate is required to work outside of the regular work hours and days as described in this Notice, the Embassy will compensate the selected candidate with days or hours off work during the regular work schedule, as agreed between the parties.

3.1.4. The advertised position encompasses support to the Head of Mission and to other Embassy sections, as well as other tasks related to the functioning of the Embassy.



3.1.4.1 Main duties:

a) Provide administrative assistance to the Head of Mission, diplomats and staff of the Ministry of Foreign Affairs working at the Embassy of Brazil in Wellington, ​​as well as the management of the respective work agendas; 

b) Keep a record of communications between the Embassy and the local government or other diplomatic missions; 

c)  Draft correspondence, with translation and formatting of documents; 

d)  Sort and redistribute physical and electronic correspondence; 

e) Liaise with Embassy staff for all aspects related to the preparation and organization of events; 

f)  Process and issue consular documents, answer telephone calls, receive and send emails, and assist the Brazilian community; 

g)  Update databases, social media and webpage; 

h)  Provide assistance in the relationship with the Brazilian community; 

i) Carry out the work using computer programs such as Microsoft Excel, Word, Outlook and others.

j) Eventually, work as a receptionist or telephone operator, as well as in support of pantry services, such as preparation and service of coffee and tea for visitors;


3.1.5. Preference will be given to candidates with knowledge of software such as Microsoft Excel, Word and Outlook.

4. REMUNERATION

4.1. The gross monthly salary is NZD$ 4,458.55 (four thousand, four hundred fifty-eight and 55 cents), or NZD$ 53,502.60 (fifty-three thousand five hundred two and cents) per annum.

4.2. The candidate is entitled to 30 (thirty) consecutive days of holidays after the first year of employment and all leaves according to New Zealand law.

4.3. The selected candidate will be responsible for payment of all legal deductions, as required by New Zealand laws, as well as medical and other insurance. Therefore, it is understood that the employer is not responsible for these matters. The selected candidate will need to pay taxes and make the appropriate fiscal deductions.


5. SELECTION PROCESS

The selection process is structured around three phases:

5.1. FIRST PHASE (Eliminatory): 

5.1.1. Review of documents submitted to the Embassy of Brazil in Wellington, in accordance with item 2.4, for pre-selection of candidates;

5.1.2. During assessment of curricula, the Selection Commission reserves the right to reject the application of candidates whose qualifications are deemed incompatible with the vacancy in offer, based on submitted documents;

5.1.3. The results will be announced on the tentative date of 28 July 2023, on the website of the Embassy of Brazil in Wellington (http://wellington.itamaraty.gov.br).

5.2. SECOND PHASE (Eliminatory)

5.2.1. The candidates whose applications have been accepted will be subject to exams which include: i) text translation to Portuguese and English, and ii) drafting official correspondence in English and Portuguese regarding a hypothetical situation, which will assess the proficiency in both languages, as well as the capacities to take reasoned decisions and problem-solving. The translation will have a weighted grade of 1, and the drafting of correspondence will have a weighted grade of 2.

5.2.2. All exams will be held at the Embassy of Brazil in Wellington, from 2:00 pm to 4:00 pm, on 4 August 2023. Eligible candidates must present a photo identification document. It is recommended that candidates arrive 20 minutes before the scheduled start time, since entry to the exam facilities will not be allowed after 1:55 pm.

5.2.3. Results of the second phase will be announced on the website of the Embassy of Brazil in Wellington (http://wellington.itamaraty.gov.br), on the tentative date of 11 August 2023.


5.3. THIRD PHASE (Classificatory) 

5.3.1. The 5 (five) best ranked candidates will be subject to the third phase, encompassing an interview and curricular assessment. 

5.3.2. Interviews will be held at the Embassy of Brazil in Wellington, between the dates of 14 to 18 August 2023, at a time to be defined by the selection committee. The interview, which has a weighted grade of 8, will be conducted by the Selection Commission which will assess the following requirements, among others:
· self-confidence;
· objectivity;
· adequacy to profile of this position;
· fluency in Portuguese and English;
· general knowledge.

5.4. APPEALS 

5.4.1. Candidates will be allowed to file appeals challenging the results of the phases set out above, which do not have the effect of suspending the selection process. Appeals must be filed no later than 48h after the announcement of provisional results and must be submitted via e-mail to the Selection Commission (brasemb.wellington@itamaraty.gov.br).

5.4.2. 	Appeals or requests to see the decisions disputed which have been submitted after the deadline or via other channels than stipulated herein will not be considered.

5.4.3. 	The final decision of the Selection Commission on the appeal, which will be delivered no later than 72 hours following the filing of the appeal, is sovereign and definitive, and is not itself subject to an appeal.

5.5. RESULTS
The final results, in order of classification, will be announced on the website of the Embassy of Brazil in Wellington (http://wellington.itamaraty.gov.br), on the tentative date of 18 August 2023. 

6. FINAL PROVISIONS 

6.1. The candidate first ranked in the selection process will then be invited by the Embassy to start procedures for hiring. The candidate will have 15 (fifteen) days from the date of invitation to start the performance of the work. If the candidate does not comply with the 15 (fifteen)-day deadline, or abandons the selection process, the candidate will be eliminated, and another candidate will be invited to fill the position, according to the order of classification.
6.2. The selected candidate must complete a probatory paid period of three months, at the end of which the candidate will receive confirmation or an annulment of employment, without incurring an indemnity of any kind.
6.3. The candidate to be hired must present proof of mental and physical aptitude, by a medical certificate, should the candidate be approved in this selection process.

6.4. The candidate to be hired must likewise submit a clean police record or equivalent document.
6.5. All other candidates who have been approved during the third phase will have their names added to a registry as reserve candidates for the supplemental hiring of any job openings for the next 12 months after the end of this selection process.
6.6. The current selection process will be valid for twelve (12) months, with the possibility for extension at the discretion of the diplomatic representation, starting from the date of its conclusion by means of announcement of the final results.
6.7. All hypotheses not addressed herein will be decided by the Selection Commission. 

Wellington, 13 June 2023

(MARCOS ARBIZU DE SOUZA CAMPOS)
Ambassador
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Embassy of Brazil in Wellington
Level 13 - Maritime Tower – 10 Customhouse Quay
Wellington / New Zealand
Phone: +64 (4) 473-3516 / Fax: +64 (4) 473-3517
http://wellington.itamaraty.gov.br
E-mail: brasemb.wellington@itamaraty.gov.br 


REGISTRATION FORM

Selection Process No. 01 / 2023

Position: Administrative Assistant

NAME:______________________________________________________________________

ADDRESS:_________________________________________________________________

____________________________________________________________________________

TELEPHONE/FAX/E-MAIL: ______________________________________________________

____________________________________________________________________________

DATE AND PLACE OF BIRTH: ______________________________________________

NATIONALITY: ___________________________________________________________

DOCUMENTS:
a) PROOF OF BEING A REGULAR RESIDENT (RESIDENT VISA) FOR NON-CITIZENS OF NEW ZEALAND (NOTICE ITEM 2.4.b);
b) CERTIFICATE OF COMPLETION OF SECONDARY SCHOOL OR COLLEGE NOTICE (ITEM 2.4.c);
c) CURRICULUM VITAE (ITEM 2.4.d);
d) COPIES OF WORK TITLES OR CERTIFICATES (NOTICE ITEM 2.4.e);
e) FOR BRAZILIANS, A CLEAN BRAZILIAN POLICE RECORD (NOTICE ITEM 2.4.f);
f) FOR MALE BRAZILIANS, COPY OF MILITARY DOCUMENT (NOTICE ITEM 2.4.g);
g) FOR BRAZILIANS, COPY OF ELECTORAL DOCUMENT AND CPF (NOTICE ITEM 2.4.h);
h) FOR BRAZILIANS, A DECLARATION THAT THE CANDIDATE DOES NOT HOLD PUBLIC POSITIONS OR FUNCTIONS IN BRAZIL (NOTICE ITEM 2.4.i), AS PER ATTACHED TEMPLATE.

  __________________			______________________________________
DATE						SIGNATURE
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Embassy of Brazil in Wellington
Level 13  - Maritime Tower – 10 Customhouse Quay
Wellington  / New Zealand
Phone: +64 (4) 473-3516 / Fax: +64 (4) 473-3517
http://wellington.itamaraty.gov.br
E-mail: brasemb.wellington@itamaraty.gov.br 


DECLARATION

FOR BRAZILIAN CANDIDATES ONLY


Selection Process No. 01 / 2023

Position: Administrative Assistant


I declare that:
1. I do not hold a public position or function in Brazil;
2. I am aware that the position I am applying for does not equate to employment or government service disciplined by Brazilian law;
3. I am aware that, should I be approved in the selection process, my admission is subject to the presentation of documents as required in the Notice, as well as a certificate of physical and mental aptitude for work, and that I am responsible for any costs associated with it;
4. I agree with the conditions established by the Notice for the Selection Process No. 01/2023, which I have read in full and accepted.




  __________________			______________________________________
DATE						SIGNATURE
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