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GUIDANCE FOR COMPLETING APPLICATIONS 
 
The information you supply in an application form is the basis for considering 
your initial suitability for any position for which you are applying.  It will be 
used to decide whether to shortlist you to move forward in the recruitment 
process or not! 
 
It can also be invaluable to you in preparing for an interview because if you 
supply appropriate answers and examples within the application form, you 
can refer to these in an interview.     
 
Key Tips for Filling in an Application Form 
 
1. Application forms are always marked against the criteria (Experience, 

Qualifications, Skills, Knowledge) specified within the job 
description/person specification.  Therefore:  
 
Ensure that you document within your application how you meet all of the 
essential criteria.  You are unlikely to get shortlisted if you do not meet ALL 
the essential criteria!  
 
You do not need to meet all of the desirable criteria as this is not always 
necessary to ensure you are shortlisted.  However, if you can provide 
evidence to prove that you meet the desirable criteria, it is good practice to 
include this and may give you an advantage if there is a great deal of 
interest in the position.   
 

2. BEFORE committing any evidence to paper, make rough notes of your 
examples against each criteria.  Review these and pick the best to be 
included in the application form.  Keep your notes as these will be useful 
should you need to prepare for an interview.    

 
3. You should structure your evidence with a heading for each criteria e.g. 

1. Experience of managing projects 
 
"I have 5 years' experience of managing a variety of projects including … " 
 
2. Experience of working as a part of a team 
 
"An example of my experience of working as a part of a team is …" 
 
This approach will make it much simpler for the person shortlisting to find 
and mark your evidence.  If they have to search for the evidence then it is 
possible that some could be missed!  
 

4. You should provide 1 clear example for each essential criteria. 
 
5. The examples that you provide should be relevant, demonstrating your 

ability in the area. 
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6. You should try to use examples taken from the last 2 or 3 years. 
 
7. Statements saying that “I am good at” or “my supervisors say I am good” 

are not appropriate. The following structured approach may assist you to 
provide your examples: 

 

Set the scene 

When and what is the example about? What was the scenario situation that 
you faced? 

 

Task 

What did you identify needed to be done? What were you tasked to do? What 
was your role? 
 

Action approach 

What did you do? Why? Were there options? Why did you select that 
particular course of action? 
 

Result 

How did it go? Was it successful? Why? With hindsight, would you have done 
things differently? 
 
8. The STAR format above provides you with a structure to give your best 

examples, demonstrating that you have the qualities required to perform 
the role. 

 
9. If you are able to evidence the desirable criteria then record this in the 

same format. 
 
10. Make sure that you have completed your education and employment 

history in full.  Account for any gaps in employment to ensure a complete 
timeline of your experience. For example, if you took a career break to 
care for children or study then clearly state this or if you had a period of 
unemployment then give full details on the application form.    

 
 
 

 
 


