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POSITION ANNOUNCEMENT

Executive Assistant

OPEN TO: 	All interested candidates
OPENING DATE:	December 23, 2025
CLOSING DATE:	January 13, 2026
POSITION STATUS: 	Full time (40 hours per week)/local hire
LOCATION: 	Dakar, Senegal 
COMPENSATION: 		Gross salary + benefits: 11,011,377 CFA to 17,618,205 CFA/annum. 

The United States Peace Corps in Senegal seeks a qualified individual to fill the position of Executive Assistant. 

[bookmark: _Hlk217291146]The position is based in Dakar, Senegal and reports directly to the Country Director (CD) and contributes to the smooth and efficient operation of Post by providing executive-level administrative support and assistance to the CD and other members of the senior management as directed by the CD. The incumbent serves as the primary point of contact for the CD.  
[bookmark: _Hlk217291404][bookmark: _Hlk217291500]The ideal candidates must at least have a Bachelor‘s degree (Bac+4) in fields related to business, administration, or management; or four years of equivalent work experience in lieu of degree. S/He must have at least five years of experience in an administrative role that reports to executive management. At least three years of experience working in an international organization and a previous experience working in a predominantly English language environment (writing and speaking). The candidate must be fluent in both oral and written French and English.
Interested candidates must have the following qualifications:
A. [bookmark: _Hlk217301532]Education: Bachelor‘s degree (Bac +4) in fields related to business, administration, or management; or four years of equivalent work experience in lieu of degree.
B. Work Experience: 
· [bookmark: _Hlk217301050]Five years of experience in an administrative role that reports to executive management.
· [bookmark: _Hlk217301101]At least three years of experience working in an international organization. 
· [bookmark: _Hlk217301123]Previous experience working in a predominantly English language environment (writing and speaking)
C. Languages: 
· Fluent oral and written French and English. Candidates will be tested

Desired Qualifications: 
[bookmark: _Hlk217291749]Knowledge & Skills 
· Excellent Interpersonal & Communication Skills
· Solid experience with MS Office package and internet
· [bookmark: _Hlk217301013]Fluent oral and written French and English
· Attitude and Personal Attributes 
· Proactive and solutions-oriented
· Excellent organizational skills
· Solid knowledge of systems and processes
· Excellent Team player – ability to work within and across teams effectively
· Ability to learn and adapt very quickly
· Discretion and confidentiality
· Ability to multi-task and work in a fast-paced work environment.
Interested and qualified applicants for the position should submit the following:
1. A completed application form to download on the website.
2. [bookmark: _Hlk216262553]An updated CV and cover Letter in English 
3. [bookmark: _Hlk216262580]Certified copy of school diplomas.
4. Certified copy of national identity card or passport.
[bookmark: _Hlk160638165][bookmark: _Hlk127261928]All applications should be submitted electronically and in English to SN-HR@peacecorps.gov with “FIRST NAME, LAST NAME _Executive Assistant” in the subject line of the email by close of business Tuesday January 13, 2026. Preference will be given to candidates who are Senegalese citizens or permanent residents of Senegal.
Incomplete and/or late applications will not be entertained, nor applications not submitted in English.

Only candidates short-listed for an interview will be contacted.  NO TELEPHONE CALLS OR EMAILS, PLEASE.
The selected candidate will undergo a full background and security check with the U.S. embassy and must show proof of residency or ability to work in Senegal.

Peace Corps does not discriminate based on race, color, religion, sex, national origin, age, disability, or genetic information.
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