Eligibility and selection criteria grid

Post of Secretary (Ref. EEA/AST/2010/3)

Last name: …………………………………………………………
First name: ………………………………………………………….

Gender: Male / Female
A. Eligibility criteria
(1)
I have a post-secondary education attested by a diploma OR a secondary
education attested by a diploma giving access to post-secondary education
and appropriate professional experience of at least three years:

             

 YES / NO

Number of years of relevant secretarial experience after obtaining one of the 


qualifications set out above:                                                                                                  (SPECIFY)

Number of years of professional experience in positions related to ___________:             (SPECIFY)                                                                                                                                     
(2)
I have a thorough knowledge of one of the languages of the EEA member 
countries and a satisfactory knowledge of another of these languages to the 
extent necessary for the performance of the duties pertaining to the post: 

              YES / NO
(3)
I am a national of one of the member countries of the EEA (Member States of 
the European Union plus Iceland, Liechtenstein, Norway, Switzerland and Turkey): 
YES / NO
(4)
I enjoy full rights as a citizen: 






YES / NO
(5)
I have fulfilled any obligations imposed by law concerning military service: 

YES / NO
(6)
I meet the character requirements for the duties involved: 



YES / NO
(7)
I am physically fit to perform the duties linked to the post: 



YES / NO
B. Selection criteria
(1 = slight; 2 = good; 3 = very good; 4 = excellent)

Essential:
(1)
Education and/or professional experience in a domain related to the job description               demonstrating a proven capacity to provide administrative and secretarial support:
1 / 2 / 3 / 4
(2)
Knowledge of MS Office Software (MS Word, MS Excel, Powerpoint and Outlook)                                  as shown by training and/or professional experience: 




1 / 2 / 3 / 4
(3)
Proven knowledge of filing /archiving methods and record management: 

1 / 2 / 3 / 4
(4)
Proven capability to gather and organise information to produce presentations,                                   arrange meetings and prepare notes and minutes: 




1 / 2 / 3 / 4
(5)
Ability to deliver accurate work under pressure and tight deadlines:


1 / 2 / 3 / 4
(6)
Capacity to communicate and liaise with internal and external parties:

 
1 / 2 / 3 / 4

(7)
Planning and organisational skills with attention to detail:



1 / 2 / 3 / 4
(8)
Customer problem solving skills and ability to prioritise work:


             
 1 / 2 / 3 / 4

(9)
Command of both written and spoken  English:




 1 / 2 / 3 / 4
DECLARATION
I declare on my word of honour that the information provided above is true and complete. 
