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	Eligibility and selection criteria grid

Operations support assistant 

(Ref. CLOP TA 19/2012)




	Name:  
	Surname:  


	Yes
	No

	1. Eligibility criteria
	


	1.1. General
	I have a thorough knowledge of one of the languages of the EU and a satisfactory knowledge of another language of the EU
	(
	(

	
	I am a national of a member state of the European Union, Iceland, Liechtenstein, Norway
	(
	(

	
	I am entitled to my full rights as a citizen
	(
	(

	
	I have fulfilled any obligations imposed by applicable laws on military service
	(
	(

	
	I am physically fit to perform the duties linked to the post
	(
	(


	1.2. Specific
	1.2.1.a) I have a level of post-secondary attested by a diploma
	(
	(

	
	1.2.1.b) I have a level of secondary education attested by a diploma giving access to post-secondary education and appropriate experience of at least three years
	(
	(

	
	I have at least 3 years (on the basis of 1.2.1 a) of relevant proven fulltime professional experience in supporting the operations of a business or an organisation after completing the education
	(
	(

	
	I have at least  6 years (on the basis of 1.2.1 b) of relevant proven fulltime professional experience in supporting the operations of a business or an organisation after completing the education
	(
	(

	
	1.2.3. I have an excellent knowledge of English language (written and spoken)
	(
	(


	2. Selection criteria


	Proven practical hands-on administrative and operational support experience at EU/international level
	(
	(

	Excellent organisational skills
	(
	(

	Experience as an operational initiator for financial transactions related to operational support activities
	(
	(

	Experience in dealing with external service providers, incl. preparation of specifications for tenders or competitive procurements
	(
	(

	Proven IT skills including excellent knowledge of standard MS Office applications and database management
	(
	(


Declaration: 
I declare in my word of honour, that the information provided above is true and complete.
	Signature
	
	Date
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