
The Embassy of Belgium in Copenhagen is currently looking for a multi-skilled 
administrative assistant to the Head of Mission. 
 

 
What you’ll be doing :  
 
As an administrative assistant you manage agendas and contacts with local official bodies, 
other representations, private organisations, suppliers, etc. You sort and record incoming and 
outgoing correspondence and reply (telephone, e-mail, letters) to simple requests. You draft 
letters/verbal notes/various communications under the ambassador’s supervision. You create 
spreadsheets and simple presentations and prepare the minutes of internal meetings.  
 
As a personal assistant you prepare mission authorisations and book trips, hotels for the 
ambassador and/or other internal staff, etc. You manage small accounting tasks for the 
ambassador. You manage simple instruction files (diplo-flights, routine notifications).  
 
As an organiser you manage the planning and execution of representational events (dinners 
and receptions). You draw up the list of participants/guests and prepare the invitations. You 
list the services needed and make the necessary bookings. You contact suppliers and place 
orders. 
 
 
Do you have what it takes?  
 
You obtained a degree in higher education (at least superior degree). You have solid working 
knowledge of Danish and English and knowledge of Dutch and/or French. 
 
You are a perfectionist when it comes to admin, you are a team player, are flexible, reliable, 
trustworthy, loyal, discrete, and service oriented. We are counting on you to be a quick learner. 
In house training will be provided as well.  
 
What do we offer? 
 

- A temporary, full time position in a dynamic team 
- An exciting international working environment 
- A gross salary of 33.636 DKK per month 
- paid leave 

 
What does the selection procedure look like? 
 

- An oral interview of +/- 30 minutes during which we’ll assess your motivation, 
previous working experience and professional skills. 

 
If you want to apply for this position, please send us your CV and motivation letter (in English, 
Dutch or French) to : copenhagen@diplobel.fed.be. Deadline for application is Tuesday 28 
March 17h00. 
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