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Supporting Document- 025.EI.26E – Administrator, Grant & Financial Operations

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:
	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)

	

	Experience of preparing bank account reconciliations and knowledge of how reconciling differences arise and are resolved is essential. 

	


	Experience of using IT systems, particularly MS Excel, Outlook and Word, coupled with an ability to learn new technologies and use EI’s specific software systems is essential. 

	













	Experience of managing and prioritising multiple tasks to meet challenging deadlines, coupled with accuracy, attention to detail, strong numeracy aptitude, skills and experience is essential.

	
















	Demonstrated capacity to comprehend complex information and data for onward dissemination and ability to communicate it clearly and effectively, orally and in writing, is essential.

	
















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