Job Opening
The Press Division of the Taipei Economic and Cultural Office in Houston will be accepting resumes from applicants interested in the position of Assistant to the Director of the Press Division through May 5.
The Assistant to the Director will be responsible for the following:

· Writing correspondence for the Director and other employees in the Press Division as needed 
· Writing and editing speeches, correspondence from other divisions, policy papers, letters to the editor, etc.
· Building PowerPoint presentations for the Director as needed

· Searching all major regional newspapers on a daily basis for stories related to Taiwan

· Tracking Taiwanese television programs on public access stations and maintaining a relationship with station programming managers

The Assistant to the Director will work forty hours a week, and will be hired as a full employee after a three-month probationary period.  The Assistant’s pay grade will be based on degrees held and work experience.  Health insurance through the Taipei Economic and Cultural Office is available for this position.
All applicants should hold a bachelor’s degree or be within one semester of earning a bachelor’s degree.  A basic understanding of Taiwan’s political development and U.S.-Taiwan relations is preferred, but not necessary.  Candidates for this position should have exceptional English-language writing and editing skills.

Please submit a cover letter and resume by e-mail to Abigail @mail.gio.gov.tw or by fax at 713-961-1365.

