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Supporting Document – EI.137.25E

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)

	

	Excellent administration, coordination and organisational skills and experience, coupled with a high level of accuracy and attention to detail to meet challenging deadlines, is essential.

	

	Experience in providing project management and/or event management support is essential

	

	Robust IT proficiency and experience in using MS Office 365 applications including Microsoft Excel,

Word, Outlook, Teams coupled with an ability to learn new technologies and EI’s specific software

systems, is essential.

	

	Excellent oral and written English communication skills, coupled with a keen interest and skill in sourcing, researching and developing content or collateral for a range of print and digital communication platforms e.g. reports, publications, website is essential.

	

	Demonstrated ability and/or experience to proactively build and engage in networks and relationships

across a range of diverse internal and external stakeholders is essential.

	

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

	


