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MSF-FRANCE
INTERNAL AND EXTERNAL RECRUITMENT

MSF is an international, independent medical humanitarian organization that provides medical assistance
to people affected by conflict, epidemics, disasters, or exclusion from healthcare. MSF teams are made up
of professionals working in health and medical care,
trades — all bound together by the MSF charter and serving people in need. MSF actions are guided by

logistics, administration, communications, skilled

medical ethics and the principles of impartiality, independence, and neutrality.

To support its medical operations in Syria, MISF France is seeking a:

Type of contract:
Duration:

Place of Work:
Need:

Start Date:

FEMALE NURSE AID SECRETARY

Service Agreement

3 months, renewable
Atmeh, Burn Hospital
1 Part Time Position
ASAP

WOMEN ARE STRONGLY ENCOURAGED TO APPLY

MAIN PURPOSE

Assisting in nursing activities with hospitalized
patients, according to nurses and doctors’
prescription, universal hygiene standards and MSF
protocols, standards and procedures in order to
ensure the delivery of quality medical care for
patients.

ACCOUNTABILITIES

Assist the nurse in patient care and treatments, ensuring
hygiene, safety, dignity, and confidentiality, and respond
promptly in emergencies.

Monitor patients, report relevant information to the nurse,
and assist with feeding, hygiene, mobility, and overall
comfort

Support nursing activities by accurately updating patient
files, ensuring smooth information transfer between
teams, and reporting any issues, including equipment or
medicine loss or damage.

Maintain cleanliness of the work environment, including
facilities, equipment, linen, and proper waste disposal.

Working together with the nurses, cleaners and caretakers.
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SPECIFIC ACCOUNTABILITIES

Coordination of the patient’s appointments for the
OPD of the BU

Participating in thr OPD committee selection criteria to
be sure that all the administration part is on place and
clear.

Contact patients who are late and inform them of the
need to come for treatment.

Giving appointments to Dressing, Physiotherapy and
Mental Health on the same day.

Support reconstructive surgery activity.

Write and/or check official letters, reports and other
documents related to the patients.

Arrange and confirm appointments, keep a diary of
absences, meetings and holidays up to date.

Maintain a call register (incoming and outgoing)
informing the individuals about the calls received
during his/her absence.

Manage all incoming /outgoing mail/packages/faxes,
ensuring proper registration and delivery to internal or
external recipients.

Monitor the person in charge of the mail and check the
receipts, as well as the courier company and perform
billing for services rendered.

Manage office stationery supply and place orders on
time to avoid running out of stock.

Supervise the printing of copies and binding of
documents.

In absence of the receptionist, welcoming guests and
visitors, ensuring that the reception area is in good,
clean condition

Inform supervisors in the case of any incident /
problem.
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REQUIREMENTS
Education: Nurse-aide diploma required 20 delus pghd gllas i alall (§ giunel!
Languages: Essential, Arabic language; ol Lad) A3 Jaaisg dusoll duyadl dal)l slal)

desirable, mission working language.

Knowledge: Essential, Microsoft office package, — @ld! plascidl &lls § oy «auiSoll udsl ol 8 18 5]
Excel, word. 299 JuS| el

Competencies: Results, teamwork, flexibility, Aadsl ¢l (g yall (3,801 gy Joadl cglisdl ilelaSl
commitment, service, organization

HOW TO APPLY

Apply by filling in the required information and attaching an updated CV and cover letter (in
English only), along with your most relevant diploma for the position at the link below:

HTTPS://FORMS.GLE/FXPLKGIT7JISNVNB6

CLOSING DATE  MARCH 30™ 2026 - 5:00 P.M

IMSF IS AN EQUAL OPPORTUNITY EMPLOYER: WE DO NOT CHARGE A FEE FOR ANY APPLICATIONS RECEIVED.
ONLY SHORT-LISTED CANDIDATES WILL BE CONTACTED.
@ CANDIDATES WITH FIRST- OR SECOND-DEGREE FAMILY TIES WITH CURRENT EMPLOYEES MUST NOT APPLY.


https://forms.gle/fXpLkg9T7JjsnvNb6

