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Commercial Support Officer (3 month Temporary position)
The British Trade and Cultural Office Taipei is currently looking to recruit a highly motivated and energetic individual to join our team as our Commercial Support Officer.
Main duties and responsibilities: 

· Research into companies, local industry and business opportunities

· Commercial event support

· Data support, including database organisation

· Other administrative support as required

Minimum Qualifications 

· Good written and spoken English, and good communications skills in Mandarin (for telephone research)

· Strong PC skills, especially Microsoft Office 

· Self-organiser with good administrative capability

· Preferred: previous work experience in an office role

As part of the interview applicants will have to carry out a written exercise based upon reading English and Chinese sources. The interview will be conducted in English.

The gross salary is NT$36,572 per month. Employment offers are subject to successful clearance of pre-employment checks. You must also have the permit to work in Taiwan in order to apply. No accommodation or relocation expenses are payable in connection with this position. The working hours offered is flexible.
To Apply:
Please send your CV and the completed application form, which can be downloaded from our website at, http://ukintaiwan.fco.gov.uk/en/about-us/our-office/working-for-us/ by Wednesday, 15 May 2013, to taipei.recruitment@fco.gov.uk.
Please note that incomplete applications will not be taken into consideration. Only shortlisted candidates will be contacted.

The British Trade and Cultural Office is an equal opportunities employer and does not discriminate on grounds of ethnic origin, race, religious beliefs, age, disability, gender or sexual orientation.
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	Application for Employment

	
	
	

	
	Job Title
	     
	

	
	
	

	
	Personal information
	

	
	First Name (as in Identity Card / Passport)
	
	Last Name
	

	
	
	
	     
	

	
	
	

	
	Identity Card /Passport Number
	
	Nationality
	
	Place of Birth
	

	
	     
	
	     
	
	     
	

	
	
	

	
	Address
	

	
	     
	

	
	
	

	
	Mobile
	
	Home Tel
	
	Office Tel
	

	
	     
	
	     
	
	     
	

	
	
	

	
	Email
	

	
	     
	

	
	
	

	
	
	

	
	
	

	
	Academic Qualifications
	

	
	Date
	School/Institution attended
	Qualifications obtained
	

	
	From
	To
	
	
	

	
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	

	
	
	

	
	Other Qualifications / Courses Attended
	

	
	Date
	Qualifications obtained
	Brief description 
	

	
	From
	To
	
	
	

	
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Language & IT skills
	

	
	Please indicate your proficiency as follows: Excellent = 4, Good = 3, Fair = 2, Basic = 1, None = 0 
	

	
	Language 
	Reading 
	Written 
	Spoken
	
	IT & Admin Skills
	Score
	

	
	English 


	     
	     
	     
	
	Microsoft Word 
	     
	

	
	Others:

     
	     
	     
	     
	
	Microsoft Excel
	     
	

	
	Others:

     
	     
	     
	     
	
	Microsoft PowerPoint
	     
	

	
	Others:

     
	     
	     
	     
	
	Microsoft Outlook 
	     
	

	
	Others: 

     
	     
	     
	     
	
	Others :

     
	     
	

	
	
	

	
	Other Skills & Achievements
	

	
	Please list any other relevant skills and achievements you would like to mention.
	

	
	     
	

	
	
	

	
	
	

	
	
	

	
	Career History (starting from current employment)
	

	
	Date
	Firm / Institution
	Position Held
	Reason(s) for leaving
	

	
	From

(mm/yy)
	To

(mm/yy)
	
	
	
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	
	

	
	Details of Current Employment 
	

	
	Present monthly salary
	
	Bonus / 13th month
	
	Fixed monthly allowances
	

	
	     
	
	     
	
	     
	

	
	Notice period required
	
	Expected salary 
	
	

	
	     
	
	     
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Other Information
	

	
	
	Yes
	
	No
	

	
	Have you been suffering from any physical impairment or disease?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	
	
	
	
	
	

	
	Have you ever been discharged or dismissed from the services of a previous employer?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	
	
	
	
	
	

	
	Have you ever been denied entry into the UK / any other country?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	
	
	
	
	
	

	
	Do you have a criminal record?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	
	
	
	
	
	

	
	Have you ever been convicted or found guilty by a court of any offence in any country

(Excluding parking but including all motoring offences even where a spot fine has been administered by the police)?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	
	
	
	
	
	

	
	Have you ever been put on criminal probation?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	
	
	
	
	
	

	
	Have you ever received a formal caution or been absolutely/conditionally discharged or bound over after being charged with any offence?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	
	
	
	
	
	

	
	Is there any legal action pending against you?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	
	
	
	
	
	

	
	If you have answered yes to any of the above questions, please give full details, including dates below:
	

	
	     
	

	
	
	

	
	
	

	
	
	

	
	Referees
	

	
	Please give details of reference whom we may approach (preferably those in a supervisory role).
	

	
	
	

	
	Name
	

	
	     
	

	
	Organisation 
	
	Job title 
	

	
	     
	
	     
	

	
	Contact details (telephone / email)
	

	
	     
	

	
	
	

	
	Name
	

	
	     
	

	
	Organisation 
	
	Job title 
	

	
	     
	
	     
	

	
	Contact details (telephone / email)
	

	
	     
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	In support of your application, and referring to the selection criteria, please tell us in up to 500 words, why you are suitable for this role, focusing on the skills, knowledge and experience you bring.
	

	
	     
	

	
	
	

	
	Declaration
	

	
	I declare that the information given above is, to the best of my belief, true and correct and that I have not suppressed any fact. I understand that any misrepresentation or omission of any fact will be sufficient cause for the cancellation of consideration for employment or dismissal (if I have been employed).
	

	
	
	

	
	Signature of Applicant (typing is sufficient)
	
	Date
	

	
	     
	
	     
	

	
	
	

	
	*Please email/send this application to the address cited in the job advertisement.
	

	
	
	

	
	
	

	
	
	

	
	How did you find out about this job advert?
	

	
	(Please tick on the field where you were first notified of this job opportunity)  
	

	
	
	
	
	
	
	
	

	
	British High Commission website
	
	 FORMCHECKBOX 

	
	     
	
	

	
	
	
	
	
	
	
	

	
	Online job advertising website  
	
	 FORMCHECKBOX 

	
	     
	
	

	
	(Please indicate the site on which you first noticed this job advert)
	
	

	
	Newspaper / Magazine
	
	 FORMCHECKBOX 

	
	     
	
	

	
	
	
	
	
	
	
	

	
	Word of mouth
	
	 FORMCHECKBOX 

	
	     
	
	

	
	
	
	
	
	
	
	

	
	Others (Please provide details) 
	
	 FORMCHECKBOX 
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