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ELIGIBILITY AND SELECTION CRITERIA GRID
 ADMINISTRATIVE AGENT
Ref:  CA-ADMINAGE-FGII-2020
Last Name (in capitals):      
First name:      
Gender: 
Male: 



Female: 
A. Eligibility criteria

	(1)
	a level of post-secondary education attested by a diploma and after having obtained the diploma, appropriate professional experience of at least one year

OR
a level of secondary education attested by a diploma giving access to post-secondary education and, after having obtained the diploma, appropriate professional experience of at least four years.
	Yes 
Yes 

	No 
No 


	
	Number of years of professional experience acquired after the award of my diploma*
	Specify:

	(2)
	I have a thorough knowledge of one of the official languages of the European Union and a satisfactory knowledge of another of the EU official languages to the extent necessary for the performance of the duties pertaining to the post.
	Yes 
	No 

	(3)
	I am a citizen of one of the Member States of the European Union.
	Yes 
	No 

	(4)
	I am entitled to my full rights as a citizen.
	Yes 
	No 

	(5)
	I have fulfilled any obligations imposed on me by the laws on military service.
	Yes 
	No 

	(6)
	I am physically fit to perform the duties linked to the post.
	Yes 
	No 


* Note:

· A given period of professional experience may be counted only once;

· where additional periods of training and studies are accompanied by period of professional activity, only the latter shall be considered as professional experience;
· professional activities pursued part-time shall be calculated pro-rata, on the basis of certified percentage of full-time hours worked.

B. Selection criteria
(1 = slight; 2 = good; 3 = very good; 4 = excellent)

	(7)
	I have minimum four years of professional experience in performing the tasks described under functions and duties
	  Yes  No 

	
	Number of years of professional experience in performing the tasks described under functions and duties
	Specify:

	(8)
	My experience in drafting agendas and minutes and correspondence documents addressing internal and external recipients 
	1  2  3  4 

	
	Number of years of experience in drafting agendas and minutes and correspondence documents addressing internal and external recipients 
	Specify:

	(9)
	My experience in undertaking secretarial tasks is
	1  2  3  4 

	
	Number of years of experience in undertaking secretarial tasks
	Specify:

	(10)
	My experience in drafting administrative notes and reports is
	1  2  3  4 

	(11)
	My computer skills in Microsoft Office suite MS WORD, EXCEL, POWERPOINT and OUTLOOK are
	1  2  3  4 

	(12)
	My experience in maintaining electronic and physical filing is
	1  2  3  4 

	(13)
	I have a very good command of oral and written English (at least B2 level)
	Yes     No 

	
	Level of English – please refer to http://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr
	Specify:      

	(14)
	I am service oriented, flexible and with ability to work effectively within a multicultural team
	Yes     No 

	(15)
	My analytical skills, accuracy and attention to detail are
	1  2  3  4 

	(16)
	I have a very good knowledge of German
	Yes     No 

	
	Level of German – please refer to http://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr
	Specify:      

	(17)
	My work experience in a multicultural/multilingual environment is
	1  2  3  4 

	(18)
	My knowledge of MS EXCEL is
	1  2  3  4 

	(19)
	My knowledge of IT tools used for document management like Microsoft SharePoint is
	1  2  3  4 
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