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Situation Vacant 

The Archdiocese of Malta is seeking to recruit an Administrative Assistant 
(Vicariate for Diaconia) on a part-time basis.  The successful applicant will 
report to the Senior Pastoral Officer (Diaconia) and will be responsible for 
providing timely administrative support to the Vicariate for Diaconia by 
performing a variety of tasks which include administrative and logistics 
services, and preparation and maintenance of accurate and updated 
records to support delivery of effective and efficient front office operations.
  
The ideal candidate must:
• Possess an A-level standard of education.  Candidates who are in 

possession of a qualification in office administration would be given 
preference.

• Have at least two (2) years’ experience in office administration.
• Be proficient in Microsoft Office Software.
• Be proficient in English and Maltese languages.
• Have exceptional organisational skills.
• Be able to work alone, as well as with other team members.
 
Interested persons are to submit the following to hr@maltadiocese.org 
by not later than 31 March 2024:
•  A letter of application
• A detailed CV
• A scanned copy of certificates
• Name and email address of two referees
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