FORMAT OF APPLICATION FOR THE POST OF MARKETING ASSISTANT AND ADMINISTRATION ASSISTANT (CLERK) IN THE HIGH COMMISSION OF INDIA, LILONGWE
 Please paste 
recent photograph
Post applied for (Marketing Assistant or Administrative Assistant (Clerk):__________________________
Name  : (Mr/Mrs/Ms) ____________________________________ Surname _________________________

Date Of Birth : ______________________________ (D/M/Y)    Age as on 01.02.2021 ___________ Years
Mobile No : _______________________ Email ID ______________________

Are you currently employed                      :Yes ______ No______
Qualifications : (General/Commerce/Marketing/Administration/Science)
Graduate : __________________________ Post Graduate __________________________
Please specify : ___________________________________________________________________
Computer Proficiency : (Certificate/Experience) : Please tick where application 
	
	Basic
	Intermediate
	Advanced

	Microsoft Access
	
	
	

	Microsoft Publisher
	
	
	

	Microsoft Power Point
	
	
	

	Microsoft Excel
	
	
	

	Web-Page
	
	
	


Work Experience : (Nature Of Work/Organization/period) : 
i) : ________________________________________________________________________________
ii) : _______________________________________________________________________________
iii) : ______________________________________________________________________________
English Language :                                        Good                 Very Good                      Excellent
Written                                                      _________             __________                 ___________
Spoke                                                        _________             __________                 ___________
Secretariat/PR Skills                               _________             __________                 ___________
Experience in writing General/
Events Reports                                          _________             __________                 ___________
Computer Hardware/Technical
Skills                                                         _________             __________                 ___________
Qualifications in above, if any                  _________             __________                 ___________
Valid Driving License                           Yes______               No_______
Enclosures : 
I)   Educational Qualifications certificates
ii) Passport/Identity Card
iii) Work/Experiences Letter
iv) Two Recommendation Letters
(Signature Of Applicant)
Date : ______________
