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Supporting Document – EI.100.25E - Assistant Executive – Personal Assistant

Applicant Name: ___________________________________________________________________

Outline, on two pages in bullet point format, where you believe your skills and experience meet the essential functional competency criteria listed below:
In completing this Supporting Document, candidates should not exceed the two-page maximum, with a minimum font size of 11pt.
	I have permission to live and work in the location of this role at the time of application. 

· (Answer Yes/No)

	· 

	I understand the starting salary is at the minimum point of the relevant scale, unless rules around starting pay for current civil/public sector employees apply. 

· (Answer Yes/No)

	· 

	· Robust experience of working in a PA/administration role supporting senior or middle management level is

·  essential.



	

	Demonstrated organisational skills and experience in managing diary commitments; in establishing and 
maintaining effective administrative systems and processes and in coordinating meetings or events 
participation on behalf of a director, manager or management team is essential.

	

	Proven capacity to manage multiple demands and competing priorities to tight deadlines is essential. 

	

	Excellent keyboard skills and a robust proficiency in all MS Office packages particularly Outlook, Word, Excel and

PowerPoint is essential.

	

	Demonstrated experience of handling business relationships and a variety of communications engagements (phone or face-to-face) across a diverse range of stakeholders and at all levels is essential.

	

	Any additional information you feel is relevant to the functional competencies listed in the job specification.

	



