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AUSTRALIAN EMBASSY CHINA

	Agency
	Department of Foreign Affairs and Trade

	Location
	Australian Embassy, Beijing

	Position Number
	BJ1-061/068

	Position Title
	Driver & Administrative Assistant

	Classification
	LE2

	Section
	Property and Corporate Support Section

	Reports to (title)
	Property and Corporate Support Manager

	Status
	On-going, Full-time

	Gross Annual Salary 
	RMB 115,971.96 (plus loading if applicable)



About The Department of Foreign Affairs and Trade
The Department of Foreign Affairs and Trade (DFAT) works to advance Australia’s international interests. This includes strengthening trade and investment, supporting regional and global cooperation, building strong bilateral relationships, and assisting Australians overseas. 澳大利亚外交贸易部致力于推进本国的国际利益，包括加强贸易与投资、支持区域及全球合作、建立牢固的双边关系，以及协助海外澳大利亚公民。
Australia is represented in China by the Embassy in Beijing and Consulates General in Shanghai, Guangzhou, Chengdu, and Hong Kong. 澳大利亚在中国设有驻北京大使馆，并在上海、广州、成都和香港设有总领事馆。
About the position
The Administrative Assistant and Driver provides safe and efficient transportation services for Embassy staff and visitors while also delivering essential administrative and logistical support across Embassy operations. This role requires flexibility, professionalism, and a strong commitment to service delivery. 行政助理兼司机为使馆工作人员及访客提供安全高效的交通服务，同时为使馆各项运作提供必要的行政和后勤支持。该职位要求具备灵活应变能力、专业素养以及对服务交付的坚定承诺。
The key responsibilities of the position include, but are not limited to:
· Providing safe, reliable driving and delivery services for Embassy staff and official visitors in Beijing and surrounding areas为驻华使馆工作人员及官方访客提供安全可靠的驾驶及接送服务，覆盖北京及周边地区
· Conducting routine vehicle checks and undertaking minor maintenance, and promptly reporting faults, incidents, or repair requirements执行车辆例行检查及小型维修，及时上报故障、事故或维修需求
· Coordinating vehicle servicing, repairs and annual inspections maintaining accurate vehicle records including logbooks and fuel purchases in line with DFAT requirements协调车辆保养、维修及年度检验，按外交贸易部要求准确维护车辆记录（含行车日志及燃油采购记录）
· Assisting with diplomatic airfreight customs clearance, packing, and distribution协助处理外交航空货运清关、打包及配送事宜
· Supporting minor procurement, ad hoc administration, and the management of settling‑in/settling‑out kits, stationery supplies, AEDs, and first aid kits支持小型采购、临时行政事务，管理入驻/离职用品包、办公文具、自动体外除颤器及急救包
· Providing logistical and administrative support for events, high level visits, and Embassy wide activities为各类活动、高层访问及使馆整体事务提供后勤与行政支持
· Performing routine office duties such as photocopying, scanning, filing, and mail distribution执行日常办公事务，如复印、扫描、归档及邮件分发
· Undertaking minor manual labour as required根据需要承担轻微体力劳动
· Providing backup support and performing other related duties as needed提供后备支持并执行其他相关职责

Required Qualifications/Experience/Knowledge/Skills 
· Valid driver’s licence with proven safe driving experience持有有效驾照且具备安全驾驶经验
· Sound knowledge of Beijing roads and local traffic regulations熟悉北京道路及当地交通法规
· Basic to intermediate written and spoken communication skills in both English and Chinese具备中英双语基础至中级书面及口头沟通能力
· Strong organisational skills with attention to detail and the ability to prioritise tasks出色的组织能力，注重细节且能合理安排工作优先级
· Working knowledge of Microsoft Word and Excel熟练掌握Microsoft Word和Excel操作
· Ability to work effectively as part of a team具备团队协作能力
· First aid qualification, or willingness to undertake first aid training持有急救证书或愿意接受急救培训
What the Australian Embassy offers
· Attractive remuneration package that includes performance bonuses, additional insurance coverage, 14 public holidays and generous leave provisions. 极具吸引力的薪酬福利包，包含绩效奖金、额外保险保障、14天法定节假日及优渥的休假制度。
· A secure workplace which priorities employee safety, and a diverse and inclusive workplace is actively promoted. 安全的工作环境，优先保障员工安全，并积极营造多元包容的工作氛围。
· Opportunity to work in a diplomatic mission and interact with colleagues from a broad range of interesting areas. 在外交使团工作的机会，可与来自众多有趣领域的同事交流互动。
· Opportunity to learn new skills and meet unique challenges. 学习新技能、迎接独特挑战的发展机遇。

How to Apply
Please submit your application via the following link first e-Recruit .If that's not possible, please submit the following materials via email.

Your application, written in English and addressed in the title “Application for Administrative Assistant & Driver”, must include:
· Curriculum Vitae (maximum 2 pages)
· Application for Locally Engaged Staff Employment (please see Attachment A)
· [bookmark: _Hlk129271181]Maximum 500 words pitch (further instructions below)

Please email your application to beijinghrrecruitment@dfat.gov.au before 17:00 on Wednesday, 25 March 2026. Applications received after this time will not be considered. 

For further information about this position, please contact beijinghrrecruitment@dfat.gov.au.

Please note that only applicants short-listed for interview will receive a written reply. If you have not received any communication from the Human Resources Section of the Australian Embassy within four weeks after the close of application, please consider your application unsuccessful. Thank you for your understanding and your interest in working at the Australian Embassy, Beijing.

Attachment A: Application for Locally Engaged Staff Employment
Position you are applying for:                                                                                 Date available for work:
	PERSONAL INFORMATION

	Title: 

	Last Name:
	First Name:

	Email Address:

	Contact Number:
	Citizenship(s)

	Address: 


	Are you eligible to work in the country in which you are applying for a position?  Yes ☐   No ☐
(Note: to be eligible to work in this country you should be a citizen, hold or be able to obtain an appropriate working visa)

	How did you hear about the vacancy? 
☐ Website of the Australian Embassy ☐ WeChat account of the Australian Embassy ☐ Website of Beijing Diplomatic Service Bureau ☐ Others (please specify): __________________

	PREVIOUS AUSTRALIAN GOVERNMENT EMPLOYMENT           Yes ☐   No ☐

	Have you ever been employed by the Australian Government, either in Australia or overseas? 
If yes, please provide the details.
If yes, did you ever receive a redundancy or other payment benefit?


	HAVE YOU EVER BEEN RESIGNED FROM EMPLOYMENT, OR BEEN TERMINATED BY YOUR EMPLOYER, DUE TO 
MISCONDUCT, FRAUD OR POOR PERFORMANCE     Yes ☐   No ☐

	If yes, please provide the details.





	HAVE YOU EVER BEEN CONVICTED OF A CRIME OR HAVE A CRIMINAL RECORD     Yes ☐   No ☐

	If yes, please provide the details.





	DO YOU HAVE ANY CONFLICTS OF INTEREST THAT COULD, OR COULD BE SEEN TO INFLUENCE YOUR ABILITY TO WORK  FOR THE AUSTRALIAN EMBASSY        Yes ☐   No ☐

	If yes, please provide the details.





	REFERENCES

	Please provide the names and email addresses of two work-related referees whom we can contact. Both referees should be able to comment on your work performance.

	REFEREE 1

	Title:

	First Name:
	Last Name:

	Organization:

	Position Title:

	Relationship to Applicant

	Years of Relationship:

	Contact Number:

	Email Address:

	REFEREE 2

	Title:

	First Name:
	Last Name:

	Organization:

	Position Title:

	Relationship to Applicant

	Years of Relationship:

	Contact Number:

	Email Address:

	APPLICANT’S STATEMENT

	The above information, to the best of my knowledge, is true and correct. I consent to the mission collecting and 
using information, and to relevant employers / supervisors disclosing information, in relation to my work performance and conduct for the purpose of assessing my suitability to carry out the duties of the position I have applied for, and suitability for employment. I understand that misstatements or omissions in my disclosures may result in a failure to hire or immediate discharge if they are discovered

Accept:                                           Name:                                          Date:








Guidance for your 500 words pitch  
Your 500 words pitch should be compelling and convincing. It is a chance to tell the panel why you are the right person for the job. The panel wants to know why you are interested in the role, what you can offer DFAT, and how your skills, knowledge, experience and qualifications are applicable to the role. It should be a maximum 500 words (12 font).

•	Say what you did (actions) and the result (outcomes)
•	Use practical and substantiated outcomes
•	Show your resilience and adaptability
•	Highlight your strengths and interests
•	Don’t assume the panel knows you or your work
•	Make it appealing and interesting e.g. demonstrate how you ‘solved a difficult issue’
•	Stick to the point – quality not quantity
•	Use the word limit wisely
•	Don’t repeat what’s already in your CV
•	Ensure you check the spelling before you submit your application
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