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- explaining the services and occasionally providing all
necessary documents and forms upon request, and giving
general guidance on procedure to fo]]ow concerning their
completion and use,

- searchlng for the commun1cat1ng information on specific
enquiries,

- directing visitors to the appropriate officers for further
consultations,

- giving general information and documents on Canada to
students and other visitors upon request,

- reporting monthly on the number of visitors and various
requests for visas, etc.

Receaves, directs and sends out mail for theApost by 10%

- rece1v1ng in-coming mail and parce]s and passing ma1l to
the Security Guard on duty for distribution and opening as
applicable,

- keeping records of purchése of official postage,

- stamp1ng off1c1a1 out-going mail,

- ho]d1ng ma11 for travelling Canadians schedu]ed to visit
the country and sending such mail to forwarding addresses.

Performs -other duties such as.acting as interpreter as- 10%

required, drafting administrative correspondence in the
language of the country and typing letters in both Canadian
official languages as required, translating miscellaneous
French/English/language of the  country correspondence,
making official hotel and travel arrangements, and rep]ac1ng
the Consular Assistant during absences on leave, and
ma1nta1n1ng in order the newspaper and information material
in the reception area.
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