Supporting Document- EI.009.23E – Executive Assistants, Various Departments

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:
	Excellent secretarial, administration and organisational skills are essential.

	

	Demonstrated evidence of robust computer literacy and typing/keyboard skills (i.e. MS Office skills including Outlook, Word, Excel and PowerPoint) is essential, coupled with an ability to learn new technologies and use EI’s specific software systems.  

	

	A relevant qualification e.g., in secretarial, administration, office skills or a similar discipline is essential

	

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

	


