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KEY SELECTION CRITERIA

Training Administration Officer
Central


Name:________________________________

Please address the criteria listed below to outline your experience and suitability for the position you are applying for, and attach this with your application along with your Resume and Cover Letter.

· Excellent administrative skills, with proficiency in Microsoft products including word, PowerPoint and desk top publishing programs and a high level of skill in Excel.  
· Experience using data management software.
· Demonstrated time management and organisation skills, able to be flexible and manage competing priorities.
· Excellent customer service skills.
· Capacity to relate to a wide range of people and proven ability to build relationships.
· Excellent written and oral communication skills (including public speaking, presentations and facilitation skills).

· Demonstrated ability to flexibly manage competing priorities and stressful situations, monitoring own stress levels and practicing and promoting self-care strategies.
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