
         

 

The United States Peace Corps/Madagascar is recruiting for : 

 

ONE (1) TRAINING SECRETARY  
 
The US Peace Corps is seeking a full-time Training Secretary to provide secretarial and administrative assistance in ensuring the 

successful planning and implementation of Peace Corps training programs. The position supports 8 to 12 training events per year with 

attendance ranging from 45 to 110 participants. The Training Secretary position is based in Mantasoa; the successful candidate will 

spend 35 to 40 weeks per year working in Mantasoa. The position is directly supervised by the Training Manager. 

  

Duties and Responsibilities: 

 Provide  administrative and clerical support  in support of  Peace Corps training events for Volunteers and Staff; 

 Organize Training Team meetings, take notes and circulates the minutes. 

 Ensure the dispatch, reception, and distribution of mail and all training documents between Mantasoa and Tana; 

 Process  bi-weekly and monthly expense vouchers for staff;  

 Keep records of training evaluation and documentation and summarize and share findings with PC Staff. 

 Translate documents as required from English to Malagasy and vice-versa. 

 Ensure training materials are available for sessions 

 Coordinate lodging at the training center for staff, volunteers, counterparts and other guests/invitees. 

 Liaise with the office in Tana to facilitate administrative, programming, and training requests.  

 Assist with the preparation, planning and implementation of training events, including liaising with Peace Corps Tana staff as 

needed to facilitate administrative, programming, and training requests  

 Serve as sub-cashier, taking responsibility for managing and distributing cash payments 

 
REQUIRED QUALIFICATIONS: 

 Completion of secondary school (Minimum BACC) 

 At least one year of experience in executing secretarial/administrative related tasks 

 Level III (Good Working Knowledge) English and French 

 Skilled in translation (English/Malagasy/French) 

 Proficiency in MS Office (Outlook, Word, Excel, PowerPoint). 

 

 

DESIRED QUALIFICATIONS : 

 Experience working with an international organization, experience working with an American organization will be 

considered an advantage 

 Experience in event or training planning and implementation 

 Experience in developing and managing budgets 

 

 

Applications must be RECEIVED by July 5, 2019 by 04:00 PM, local time. 
Applicants must submit  their application packets (in Format pdf)  by email to  MG-Jobs@peacecorps.gov 

Please include “Ref: TRAINING SECRETARY” in the subject line of the e-mail  

 

To be considered, all applications must include the following : 

- A letter of interest (in English) along with a CV (In English) containing the contact information of 3 professional references, 

addressing the required qualifications; 

- A certified photocopy of the ID card, and 

- Copies of all degrees, certificates related to the qualifications needed for this position. 

 

Applicants with high potential will be asked to come for an interview at the Peace Corps office. Interviews will be conducted in 

English. All incomplete applications will not be eligible for consideration.  Peace Corps reserves the right to consider applications 

from this announcement within the next six months. 
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