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Administrative Assistant (ref. VN016)
TA – AST 1
Declaration of Honor

Eligibility & Selection Criteria Grid
	Last name:
	

	First name:
	

	Nationality:
	

	Gender:
	

	
	


A. Eligibility criteria

1. A level of post-secondary education attested by a diploma, or a level of secondary education attested by a diploma giving access to post-secondary education, and a professional experience of at least three years gained in a field related to the nature of the accountabilities:





 YES / NO
2. In addition to the above, I have at least 2 years of proven professional experience gained after obtaining the minimum qualifications required in a field related to the nature of the key accountabilities, preferably in a research environment: 








 YES / NO
3. I have a thorough knowledge of one of the languages of the European Union and a satisfactory knowledge of another language of the European Union to the extent necessary for the performance of the duties:



 YES / NO
4. I am a national of a Member State of the European Union or of the European Organisation for the Safety of Air Navigation (Eurocontrol):

 YES / NO
5. I am entitled to my full rights as citizen: 




 YES / NO
6. I have fulfilled any obligations imposed by the applicable laws concerning military service: 







   YES / NO / NA
7. I am physically fit to perform the duties linked to the post: 

 YES / NO
B. Selection Criteria
(1 = slight; 2 = good; 3 = very good; 4 = excellent)

8. Out of 2 years of professional experience required in accordance with A.2 above, minimum of 6 months experience in the European institutions under a assistant role:


 





       1 /2 / 3 / 4
9. Knowledge of the workings and the procedures of the Commission:   1 /2 / 3 / 4
10. Excellent organizational skills and ability to set priorities and to adapt to a variable workload within deadlines:





       1 /2 / 3 / 4
11. Financial awareness and competence demonstrated through previous accountable experience: 







       1 /2 / 3 / 4
12. Strong communication (written and oral) and presentation skills:      1 /2 / 3 / 4
13. In-depth knowledge of the IT support tools typically used in support services: 









       1 /2 / 3 / 4
14. Excellent interpersonal skills (flexibility, service oriented attitude):    1 /2 / 3 / 4
15. To meet the needs of the service, an excellent working knowledge of written and spoken English is essential:





       1 /2 / 3 / 4
16. Knowledge of French: 





        1 /2 / 3 / 4
17. Relevant work experience in a EU Agency:



        1 /2 / 3 / 4
18. Post-secondary education: 






   YES/NO
C. Please specify how you learned about this vacancy notice:

SESAR website







      YES / NO

EPSO website








      YES / NO

Other (please specify)






      …………….

Date







Signature (mandatory)
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