[Your Name]
Response to selection criteria
[Position title] · [Position or reference number] · [Organisation]
[Phone] · [Email]
Before you start: check the job ad or information pack for the format and any page or word limit, and follow it exactly. Delete this note and every [prompt] before you send it.
Essential criteria
1. [Copy the criterion word for word from the job ad or role description] (Essential)
[Opening sentence: your claim in the criterion’s own words, and where you’ve shown it. For example: “I have written reports, letters and web content for a wide range of readers in my four years as a council communications officer.”]
[Situation and task, in one or two sentences: where you were, what needed doing, and what your part was.]
[Action, the longest part: what you did, step by step, in the first person (“I”, not “we”). Use the skills the criterion names.]
[Result: what changed because of what you did. Add a number if you have one: time saved, people helped, errors cut.]
[Optional second, shorter example, or one sentence on how you’d apply this in the new role.]
2. [Copy the criterion word for word from the job ad or role description] (Essential)
[Opening sentence: your claim in the criterion’s own words, and where you’ve shown it.]
[Situation and task, in one or two sentences: where you were, what needed doing, and what your part was.]
[Action, the longest part: what you did, step by step, in the first person (“I”, not “we”). Use the skills the criterion names.]
[Result: what changed because of what you did. Add a number if you have one: time saved, people helped, errors cut.]
[Optional second, shorter example, or one sentence on how you’d apply this in the new role.]
3. [Copy the criterion word for word from the job ad or role description] (Essential)
[Opening sentence: your claim in the criterion’s own words, and where you’ve shown it.]
[Situation and task, in one or two sentences: where you were, what needed doing, and what your part was.]
[Action, the longest part: what you did, step by step, in the first person (“I”, not “we”). Use the skills the criterion names.]
[Result: what changed because of what you did. Add a number if you have one: time saved, people helped, errors cut.]
[Optional second, shorter example, or one sentence on how you’d apply this in the new role.]
Desirable criteria
4. [Copy the criterion word for word from the job ad or role description] (Desirable)
[Opening sentence: your claim in the criterion’s own words, and where you’ve shown it.]
[Situation and task, in one or two sentences: where you were, what needed doing, and what your part was.]
[Action, the longest part: what you did, step by step, in the first person (“I”, not “we”). Use the skills the criterion names.]
[Result: what changed because of what you did. Add a number if you have one: time saved, people helped, errors cut.]
[Desirable criteria: examples from study, volunteering or life outside work count too.]
