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Supporting Document – EI.167.25E

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)



	

	Proven experience in providing secretarial support to governing committees is essential.

	

	Ability to communicate clearly, concisely, confidently and effectively via oral and written communications is essential.

	

	Ability to comprehend complex information and data for onward dissemination, and ability to develop sound knowledge and understanding of EI’s financial and other relevant supports is essential.

	

	Ability to work as part of a team coupled with excellent prioritisation, organisation and planning skills with the ability to manage workload and time efficiently to meet strict deadlines is essential.

	

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

	


