
 

 

 

 

 

 

 
 

 

Not ice  of  h iring of  one  Administrat ive  ass i stant  
 

 

Disc la imer:  This  document  i s  only mean t  to  faci l i ta te  the  comprehens ion  of  the 

of f ic ia l  Hir ing Not ice  (Avviso  d i  Assunzione)  adver t i sed  only in  Ita l i an  by the 

Embassy of  It a ly in  Muscat .   
 

This  is  NOT an  off icial  t ranslat ion  of  the  Avviso  d i  Assunzione  n .  345  of  

01 .02 .2026.  Therefore ,  in  case of  incons is tenc ies  be tween thi s  document  and the 

Avviso  d i  Assunzione  n .  345/2026,  the  lat t e r  shal l  apply.  Candidates  a re  

encouraged to  seek the  assi s tance of  an  Ita l i an t rans la tor  in order  to  accurately  

apply for  the  job  whi le  having  a  comple te  unders tanding of  the  select ion 

requi rements ,  the  se lec t ion  process  as  wel l  as  of  the  s tatement  on  data  t reatment  

and pr ivacy contained in  the  Avviso  d i  Assunzione  n .  345/2026.  

 

Posi t ion   

One (1)  posi t ion  as  Adminis t ra t ive  assi s tant ,  permanent  contract  employee  

 

General  Requirements  

1)  18 years  of  age  or  more  

2)  Heal thy phys ica l  condi t ions  

3)  Qual if ica t ion:  Lower  Secondary /Middle  School  Diploma  or  equiva lent  

4)  Residence:  proof  of  res ide nce in  Oman for  the  last  two years  

 

The  aforement ioned requi rements  must  be  possessed  wi th in  the  deadl ine  to 

submi t  the appl ica t ion .   

Appl ica t ion  should  be  submi t ted  us ing the  appl ica t ion  form avai lable  at  the 

Ita l i an  Embassy ,  duly s igned and wi th  a  va l id  ident i ty document .   

 

Deadl ine  

All  appl icat ions  should  be  submi t ted  using the  sample  appl ica t ion  form avai lable  

on  the  Embassy’s  webs i te  by 23 :59hrs  of  03.03 .2026 (March 03 ,  2026) ,  th rough 

emai l :  ambascia ta .masca te@ester i . i t  or  by hand personal ly  to  the  fol lowing 

address:  

Ambasc iata  d’ Ita l ia  in  Mascate  

Indi r izzo:  P .O.  BOX 520 P.C.  115  

Shat t i  Al  Qurum,  Way 3034 House  2697  

Muscat  –  Sul tanate  of  Oman  
 

Appl icants  wil l  have  to  dec lare  thei r :  

a )  Ful l  name,  p lace  an d da te  of  bi r th ,  place  of  residence ;  

b)  Contact  detai ls ;  

c )  The possession  of  a  hea l thy phys ical  condi t ion ;  

d)  Cit izenship  or  c i t i zenships ;  

e )  For  how long they have  res ided  in  Oman ;  

f )  Criminal  sentences  and p ending c r iminal  proceedings  in  Ita ly,  Oman  and 

abroad ,  i f  any;  

g)  Mil i ta ry obl iga t ions  i f  any;  
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h)  Educat ion  degree .   

 

To  ga in  addi t ional  poin ts ,  candida tes  may moreover  add informat ion  regarding :  

i )  Educat ion  accompl i shments ,  h igher  than  the  one  mandatory to  par t ic ipate  in 

the  hi r ing not ice  

j )  Former  work experiences  as  adminis t ra t ive  ass is tan t  

 

 

Appl icat ions  w il l  not  be  accepted i f  

a)  The general  requi rements  a re  not  met  

b)  The appl ica t ions  a re  not  personal ly s igned by the  appl icants  

c )  The appl ica t ions  a re  rece ived  by the  Embassy  beyond the  deadl ine  
 

Tests  

  Writ ten  t rans lat ion  from Arab ic  to  Engl i sh,  wi thout  using the  Dic t ionary,  of  

an  off ice  tex t  in  one  hour  of  t ime;   

  Conversa t ion  in  Engl i sh  concerning profess ional  ski l ls  and  knowledge  of  an 

Embassy’s  work;   

  Conversa t ion in Arabic ,  including an  oral  t ranslat ion of  a  shor t  of f ice tex t  to  

Engl i sh ;    

  Pract ica l  t es t  in  using Personal  Computer  for  off ice  tasks   

  Consular  operator  tes t  

  Off ice  clerk ass is tan t  t es t  (Secre tary,  Archive  and Accountancy)   

  Conversa t ion  in  Ita l ian  (opt ional  for  addi t iona l  point s)  

 

Minimum score  to  be e l ig ible  

In  order  to  be  e l igible ,  candida tes  wi l l  have  to  score  an  average  of  70/100,  wi th 

scores  of  at  l east  60/100 in  each tes t .  

 

Addit ional  points  

Up to  1 /100  addi t iona l  poin t  can  be  assigned to  e l igible  candidates  who have  a  

conversat ion  in  Ita l i an .   

Up to  2/100  addi t i ona l  point s  can be  ass igned for  h igher  educat ion 

accompl i shments .  

Up to  3/100 addi t ional  poin t s  can  be  ass igned for  previous  work experience .  

 

Documentation 

The e l igib le  candidate  wi th  the  h ighest  score  wil l  have  to  provide ,  wi th in  15  days 

f rom the  reques t  (except  l e t t er s  “d”  and “e”) :  

a )  Bir th  cer t i f i cate ;  

b)  Cit izenship/ s  cer t i f ica te/ s ;  

c )  Residence  cer t i f i cate ;    

d )  Criminal  record ;  

e )  Authent ic  educat ion cer t i f i cate s  ( i f  not  I t a l i an ,  such  t i t les  must  to  be 

t rans la ted  and submi t ted  toge ther  with  a  declarat ion of  va lue  by the 

competent  I t a l i an  Embassy or  Consula te ) ;  

f )  For  non Omani  only,  Res idence  permi t .  

 
 


