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Candidate selection Sheet

How to complete this sheet

.
* [f you find that the candidate has not provided information relatin

job

Eor each oriteriz allocate points for each candidate between Oto5

* When you have finished allocating marks, get the total at the bottom of the sheet. The candidate who h

{"¥* being very poar and "5" being excel lent).

£ to a particular criteria in their CV, provide a mark of *0
a5 scored highest will be the most suitable

+

Criteria

-

Knowledge

\ An understanding of customer care

rDistri:z Council and County Council functions

\ Working knowledge of controls and procedures for payment handling

\ Health and Safety aspects relating to customers who are on the Council premises

| Skills and abilities

Good face to face skills telephone manner and good demeanour/lisiening skills when dealing

\ with customers

Ability fo work on own initiative

Ability to priontize and meet deadlines

Ability o communicate effectiv

Ability to follow payment handling p
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\ Ability fo work within a team and be a

\ Flexible and willing to learn new technigues

[

| Well motivated
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