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Supporting Document- 035.EI.26E – Executive Assistant, Talent Acquisition

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 providing robust administrative support and organisational skills, preferably to a recruitment function, is essential. 

	


	Demonstrated evidence of strong computer literacy and typing/keyboard skills (i.e. MS Office skills including Outlook, Word, Excel and PowerPoint) are essential, coupled with an ability to learn new technologies, for example, an applicant tracking system, is essential. 

	













	Demonstrated skills and experience in processing data and information with accuracy and attention to detail are essential.

	
















	Strong oral and written English communication skills with an ability to engage and interact effectively with stakeholders are essential. 
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