Eligibility and selection criteria grid

Position – Human Resources Assistant (Ref. CLOP SEC 04/2012)

	Name 
	

	Surname
	


1. Eligibility criteria



	1.1. General
	Yes
	No

	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, of an EFTA Member State or a country with which the Council has decided to open accession negotiations
	
	

	I enjoy full rights as a citizen
	
	


	1.2. Specific
	Yes
	No

	I have secondary education attested by a diploma, or specific training, or professional experience in the field of human resources, namely HR administration, recruitment, performance appraisal, training, and procurement related to HR activities 
	
	

	I have 15 years of proven full time experience in the field of human resources.
	
	


2. Selection criteria
	
	Yes
	No

	I have experience in providing administrative support to recruitment activities
	
	

	I have experience in supporting performance appraisal
	
	

	I have experience in organization of and administration related to training
	
	

	I have experience in supporting procurement related to HR activities
	
	

	I have excellent IT skills at a user level combined with willingness to experiment new approaches for improving efficiency
	
	

	I have experience in administration of reimbursement claims
	
	

	I have experience in an EU/multicultural/international working environment
	
	


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