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The Royal Danish Embassy in Tunis is looking for a PA & Administrative Assistant

Position:		PA & Administrative Assistant
Type of employment:	Employment on a local contract, 40 hours/week
Starting date:	1 January 2026 or ASAP thereafter
Location: 		The Royal Danish Embassy in Tunis (Lac 1)
Deadline for application:	03 December 2025

Are you ready to be part of the newly established Royal Danish Embassy in Tunis? We are seeking a flexible and dynamic PA & Administrative Assistant to support the Ambassador and assist in other administrative matters. You will be one of our first employees, so if you are ready to help us start this tenure, you might be interested in the below.

As a member of a small and dynamic team, you will have to be, self-driven and show initiative. We expect you to exhibit independent thinking and be a problem solver while at the same time enjoy being a part of a team and ready to be flexible. The Embassy values quality, integrity and team spirit and we attach great emphasis to helpfulness, respect and flexibility.

As PA & Administrative Assistant, you will be responsible for various tasks. You are, however, expected to show the flexibility required for an optimal handling of the portfolio of the team and thus be ready to cover for colleagues during absences and to support colleagues in times of higher work pressure. The tasks to be performed may develop over time, and new tasks may be added to the job.


Main tasks and responsibilities as PA & Administrative Assistant include, but are not limited to:
· Manage all logistical and administrative tasks related to the Ambassador: calendar, travel arrangements, meetings, and official missions.
· Plan and coordinate events, protocol meetings, and receptions in collaboration with internal and external stakeholders. 
· Serve as the main point of contact with Tunisian authorities for the Embassy’s official procedures: registrations, permits, diplomatic cards, vehicle registrations, visas, etc.
· Procurement processes, ensuring documentation of procurement processes.
· Coordination of logistics, i.e. drivers’ programme, gasoline coupons, drivers’ logbooks.
· Coordinate the daily management of the Ambassador’s residence.
· Provide general support to diplomatic activities and work closely with the Administrative Officer to ensure smooth and efficient coordination.

We are looking for:
· Excellent organizational and interpersonal skills, strong sense of service, discretion, and integrity.
· Proven experience in executive assistance, protocol, or coordination within an embassy, diplomatic mission, or international organization.
· Ability to handle multiple priorities simultaneously, anticipate needs, and solve problems proactively.
· Fluency in French and English (spoken and written); Arabic an advantage; strong command of office and digital tools.

Employment conditions:
· Attractive working conditions, dynamic professional environment, and competitive salary commensurate with experience and responsibilities.
· You will be offered full time employment on a local contract based on the relevant legally binding labour market rules of Tunisia.
· As per Tunisian Labor Law, you will go through a 6 months’ probation period 
· Your standard working hours will be 40 hours per week incl. 1 hour of lunch break
· You will be entitled to 25 working days of paid holiday per year. 
· Your salary will reflect your qualifications, relevant experience and proven work-related results. 
Application and recruitment process 
To apply for the position, please send your application (cover/motivation letter, CV, proof of relevant education, recommendations and 2-3 references) to tunamb@um.dk latest by 03 December 2025. 
Applications have to be sent as attachments in PDF format to tunamb@um.dk. 

The Embassy attaches great importance to equal opportunities for all and therefore welcomes applications from all qualified persons regardless of race, sex, religion, age or disability.
Selected candidates will be invited for interviews – expected to take place throughout 10-12 December 2025. 

The chosen candidate must pass a medical check, present a “No Criminal Record” and pass security clearance by the Danish authorities prior to appointment.

About us
The Danish Embassy Tunis is part of the Danish Foreign Service and has recently opened in Tunis. The Embassy covers Tunisia and Libya. The Embassy is an ambitious, high-paced and dynamic workplace. The Embassy has a flat management structure. 

For more information about the Ministry of Foreign Affairs of Denmark, please see Udenrigsministeriet.
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