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FORWARD 

Many local Authorities miss out on excellent people, simply because the applicant hasn’t 
demonstrated how they meet the job specification.  It’s probably fair to say that once 
you’re working for a LA (Local Authority) you’ll be able to move around within it, simply 
because you know how to complete the application form.  This document is a guide to 
assist you in completing a LA application.  The majority of Authorities use very similar 
models to mark application forms and whilst this is a blanket guide if you use it in 
conjuction with the application pack for the post you’re applying for, you’ll certainly ensure 
you’re ‘shortlistable’ with the interview almost certainly in the bag! 

GETTING STARTED 

Before completing your application, make sure you read the Application Pack, the Job 
Description and the Person/Job Specification and that from it, you’re satisfied that you 
meet all the essential requirements.  

LA’s receive hundreds of application forms every week and as a rule, will consider 
interviewing candidates only once, so it’s vital that they get the right people in the right jobs, 
first time.  

LA application forms are designed to draw out as much information from the candiate in a 
consistent layout from everyone applying for the job.  DO NOT SEND a CV with your 
application.  A CV will only be considered if submitted as part of a fully completed 
application form. 

Below is a typical example of a Job Requirements Form used by most LA’s.  This is sent 
along with the Job Description in your application pack and is fundamental to your 
application form.  The Job Requirements form is used to ‘score’ your application against 
the ‘essential’ job requirements. The person specification lists the experience, skills, 
knowledge and qualifications needed for the job.  As a rule, LA’s use a key as 
demonstrated in the essential column (below):- 

Do you have the experience, skills, knowledge and qualifications that are needed for the 
job?  If it’s a resounding yes, plan how you will demonstrate this on your form.  Remember, 
even if you can talk the talk at interview, your priority is to get through shortlisting and bag 
that interview!  If the form asks for relevant qualifications, these should be completed as 
fully as possible within the Education section of the application form (usually through your 
schooling, university etc and qualifications gained as a result). 

A is for Application  

Generally, an A shown in the Essential Column indicates that you MUST meet this 
requirement in your application form. 

I is for Interview 

Generally, an I shown in the Essential Column indicates that the interview panel will have 
pre-set questions to draw out your experience during the interview process.   
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T is for Test 

Generally, a T shown in the Essential Column indicates that you will be tested before or 
after the interview to demonstrate your ability or experience within this area. 

A typical LA job requirement form shown below:- 

 Essential Desirable
Experience 
 
At least one years experience of working in an office environment 
undertaking general office duties 
 
At least 1 years experience of working in:- 
 
Microsoft Word Package 
Excel 
Outlook Email or other email package 

 
 

A 
 
 
 
 

 A & T 
A & T 

 

 
 
 

 
 
 
 
 
 

A & T 
 
 
Special Aptitudes 
 
Ability to copy and audio type between 40-45 w.p.m. 
 
Ability to communicate clearly orally 
 
Ability to work as part of a team 
 
Ability to prioritise and manage time effectively 
 
Good, clear and neat handwriting 
 
Excellent telephone skills 

 
 
 

T 
 

I & T 
 

A & I 
 

A, I & T 
 

A, I & T 
 

T 
 

 

 
Disposition 
 
Postholder should have knowledge and understanding of, and 
commitment to: 
 
- Confidentiality      
 
- Customer Care      
 
- Equal Opportunities      

 
 

 
 
 
 

A & I 
 

A & I 
 

A & I 
 

 

When completing your application form, consider using pencil first, or photocopying it and 
completing a draft version fist.  When you are happy with your draft, complete in black ink, 
ensuring your handwriting is clear and neat.  Most LA’s offer an ‘on-line’ application form 
which when sent, almost guarantees an audit trail and its receipt by their Personnel dept.  
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Additionally, it’s often easier to type and complete forms online with the aid of spell-
checker etc. 

Fill in EVERY section of the form as fully as you can. The information you give in your 
application will be used to match your experience, qualifications, skills and knowledge to 
those necessary for the job.  LA’s will not make assumptions about these and if you 
haven’t mentioned it, you won’t be scored! 

Once you have completed the bulk of the application form, ie Personal Details, 
Current/Last Employer Details, Education, Training and Qualifications, generally, the last 
section of the application form will ask for Information in Support of Your Application.  In 
this section you MUST give full details of your experience, skills, knowledge to support 
your application.   Explain how you meet the requirements of the job and give examples.   
You MUST be concise making sure you cover ALL the essential requirements as 
mentioned above.  Don’t be put off that you only have an A4 sheet supplied, continue on 
additional sheets, ensuring that your name, post title applied for and advert reference 
number are clearly marked on all sheets and staple them to your application or attach if 
you’re completing on-line. 
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Don't just repeat your career history - explain what you have learned and the skills you 
have developed.  Relate everything back to the person specification of the job you are 
applying for.   

Generally, you need only complete the Essential ‘A’, from the person specification above, 
because at this stage the LA is looking for you to demonstrate your experience within this 
area (A being key for Application Form, as mentioned above). 

Below is a good example of an application form and how to lay it out.  This application 
below is taken from the Person Specification above.  This is the point where you are asked 
for Information in Support of your Application:- 

EXPERIENCE 

At least one years’ experience of working in an office environment, undertaking general 
office duties

During my time with Blah Services, I am responsible for the day to day running of our busy 
finance section.  I offer full administrative support to the Blah Department and Reception 
area dealing with visitors, incoming telephone calls and general enquiries.   The office is a 
hub of activity, requiring me to be proactive, flexible, innovative and efficient to meet the 
most demanding of deadlines.  Duties of which include producing weekly financial activity 
reports, cash reconciliation of up to £50k, petty cash control, wage returns, sales ledger 
and data entry.  I record incoming mail and distribute it accordingly and record and frank 
outgoing mail.  I am responsible for taking and typing minutes, producing letters, reports 
and filing.  In addition to the above I deputise for the General Manager in the event of his 
absence, making decisions, dealing with complaints and enquiries as necessary. 

A good, full answer above, giving the shortlisting panel a clear explanation of how you 
function within an office environment. 
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At least 1 years experience of working in Microsoft Word Packages, Excel, Outlook Email 
or other email package 

I use MS Office daily, both at work and at home and am fully conversant with MS  Word for 
typing day to day work such as letters, memos, minutes, reports, brochures and publicity 
material.  In addition I use MS Excel for generating spreadsheets, finance reports, 
processing wage returns and spotting work trends and patterns.  Additionally I use MS 
PowerPoint when organising presentations and MS Outlook for receiving and sending 
Email within the department and external contacts. 

A good, full answer above demonstrating that Word is generally used for creating letters, 
memos reports etc.  Excel is used to generate spread sheets, perform calculations, and 
analyse data, PowerPoint is used to create presentations and Outlook is used for sending 
and receiving emails. 

SPECIAL APTITUDES 
 
Ability to work as part of a team 
 
I have worked in varying team environments, operational, frontline, office based and 
alongside senior and chief officers.  Currently I work within a team of 15 members of staff 
and I am aware of their individual strengths and weaknesses.  Our team is diverse and 
well organised and works well under pressure.  I am a self starter and have proven self 
and team motivation skills.  I am approachable and flexible and when necessary, will work 
late and start early in order to ensure that the team meets its deadlines.    
 
In addition, having an awareness of each individual workload allows me to accurately 
control my own.  This also enables me to feed back any changes in timescales or the need 
to negotiate deadlines with my Manager.  I have arranged for all members of the team, 
including myself, to complete ‘to do’ lists for the day and we all share an electronic diary 
and check tomorrows tasks before leaving for home.   
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I ensure that I am fully up to speed with the daily running of our office.  However, there are 
times when I am expected to work long hours, starting early and finishing late.  During 
these times I have proven to be flexible, adaptable and resourceful with my time.  In 
addition, during sickness or holiday absence I am happy to help out in other areas and 
assist the section with any other administrative work that maybe required. 

Excellent, all round, full answer.  Your experience demonstrates that you are flexible by 
working late, you’re a team player by pitching in, and you’re organised, supportive and 
adaptable! 

Ability to Prioritise and Manage Time Effectively 
 
I encourage both innovative and proactive working within my team and use these skills to 
develop periodic reviews for both myself and my team, to ensure top performance and 
results.   We regularly review our programmed work allowing us to set priorities, and meet 
deadlines.  With the programmed work in order, we have the ability to deal with any 
unplanned work that comes our way.   
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In addition, having an awareness of the individual’s workloads allows me to accurately 
control my own.  This also enables me to feed back any changes in timescales or the need 
to negotiate deadlines with my general manager.  All members of my team, including 
myself, complete ‘to do’ lists for the day.  We all keep a diary and check tomorrows tasks 
before leaving for home.   

Excellent, full answer, demonstrating that you have good prioritising, and time 
management skills. 

Good, Clear and Neat Handwriting  
 

In my current role I am responsible for ordering of letterhead forms, business cards, fax 
cover sheets and general artwork.  It is a requirement that the order form is hand written 
detailing exactly what is required on the art work.  It is imperative that I use clear and neat 
handwriting outlining the instructions.  Failure to complete this form clearly and concisely 
could result in artwork proofs returned with errors resulting in financial penalties and over-
run deadlines.  In addition, I use clear and neat hand writing to note down telephone 
messages and entries in the office diary. 

Good, full answer, demonstrating why you’ve needed to write neatly and what would 
happen if you didn’t!  

Confidentiality
 
Within my current role our customers’ personal information is retained on a database, it is 
important that their personal details are not divulged and that all information is retained in 
the office.  In addition, I am privy and have access to very sensitive issues, including 
payroll issues, staffing issues and disciplinaries etc.  It is necessary for me to observe 
confidentiality at all times and ensure that minutes, files, notes and training records etc. 
are filed appropriately.  I discourage office tittle-tattle within my team and do not discuss 
any of the above issues. 
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Good, full answer, demonstrating all areas of your experience. 
 
Customer Care 
 
I have always worked within a customer facing environment and my commitment to 
satisfying customers is easily demonstrated in my last role.  Customers are our future 
business and they are also an excellent marketing tool.  I would happily put myself out to 
meet with a customer out of hours if necessary to discuss any issues they may have, and 
assure them of my commitment to putting them right.   I regularly attend meetings and take 
telephone enquiries, dealing with general complaints, queries, and comments and report 
the sections customer care statistics to my General Manager.  Our customers have the 
right to expect the best possible standards of service.  Customers have the right to be 
treated with equal respect, listened to and responded to in a polite, helpful and timely 
manner.   Within my team I actively encourage good practice and ensure that the 
principles are embraced and adopted by all team members, with an end result that allows 
us to communicate with our customers in a consistent manner. 
 
Good, full answer, demonstrating your commitment and experiences and going the extra 
mile. 
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Equal Opportunities
 
I am totally committed to and have a thorough understanding of your Equal Opportunities 
Policy and will ensure it is applied in the day to day service delivery.  Within previous roles 
and my current role, I ensure that our service is as inclusive as possible. For example, 
when delivering training days I assess the needs of attendees and provide transport for 
those who require it, ensure buildings that we use are accessible, and that dietary 
requirements are catered for.  All information provided is also available in other formats, eg, 
CD/cassette tape etc. and in different languages where necessary.  When carrying out 
consultation, I monitor the age, gender and ethnic make-up and where we have gaps; 
further investigation is put into place.   I am fully committed to the idea that the workforce 
should reflect the community it serves.  
 
Good, full answer, demonstrating all areas of your understanding and commitment. 

Other points to remember:- 

Remember that the experience you have gained outside paid work is also important. Think 
about work done in the home or voluntary work when considering how you meet the 
requirements of the job. For example, youth club leader, Duke of Edinburgh Award 
Scheme, Scouts, Guides and charity work. 

Don't send the same application for all jobs - pay attention to the specific requirements of 
the job listed particularly in the person specification - you need to match each form to the 
job. 

If possible, make a copy of your completed application so that you can refer to it in the 
future or during your interview. 

Then before you send your application in, go over it again.  Follow the guidelines in your 
application pack and make sure your application goes in the 'Yes - lets interview' pile 
rather than the 'No – waste of time pile! 
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Remember that LA’s usually get lots of applications for every job they advertise and many 
candidates have similar qualifications and experience.  Consider how to make yours stand 
out.  Make sure you do yourself justice by accurately describing why you are suitable for 
the actual post for which you are applying.  Ideally, lay your application out as 
demonstrated above.  Consider that each panel member has to wade through lots of 
applications and if yours is neat, easy on the eye and allows them to pick out your 
experiences, that has to be a bonus! 

Return your application before the closing date. 

How does the Council decide who to interview? 

LA’s only interview someone if their application shows that they meet the essential 
requirements of the job. The shortlisting panel uses your application to assess how far 
your skills, experience and knowledge match those needed for the job. 

Each member of the shortlisting panel will read and score your application form.   They will 
use a matrix or table listing the Essential Criteria and will usually use the format of:- 
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F – Fully meets (you have demonstrated your experience fully with clear examples). 
P –  Partly meets (you ackowledge you can do what-ever it is they’ve asked for but 
 you’ve not drawn on your experience.   
N –  Not mentioned 
 
Where an application form has a complete row of ‘F’s’ you’re sure to get an interview! 
 
Some LA’s use a numbering matrix in the following format:- 
 
3 –  Fully meets (you have demonstrated your experience fully with clear examples). 
2 –  Partly meets (you ackowledge you can do what-ever it is they’ve asked for but you’ve 
 not drawn on your experience). 
1 –  Implied (somewhere on your application there’s an indication.  It’s mostly picked out 
 from your current role and responsibilites). 
0 –  Not mentioned 
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A row of 3’s will ensure you get an interview!  Equally, those applications with the highest 
score will be considered for interview too.  Depending on the post, level and how many 
applications are received, generally, a panel will interview 8-10 candiates, probably over 
two days. 
 
You will find an example of a typical shortlisting matrix at Annex A used by LA’ at the end 
of this document. 

When will I find out if I have an interview? 

It can take a good 2-3 weeks after closure of the post for the panel to convene and 
shortlist.  The chair of the panel has responsibility to wing off the paperwork to HR who 
then in turn, writes to invite you to an interview.   If you’ve not heard after 4 weeks, assume 
you’re unsuccessful but ring and find out and always ask for feedback (see below). 

What can I expect at the interview? 

Generally:- 
 
· at least one week's notice of the date of the interview will be given 
· details of where and when the interview will take place and who to ask for 
· information about any tests you may be asked to do at the interview 

If you are a disabled person and are invited to interview please indicate if you need any 
support with the interview or test.  They may need to arrange areas such as British Sign 
Language Interpreter, an induction loop, car parking space or something else.  Give 
advance notice so that the panel can organise any adjustments or arrangements. 

How do they decide who is suitable for the job? 

Usually, at least two people, mostly three will interview you and there’s always a ‘chair’ 
that has ultimate responsibility for the panel and the decisions.  The questions they ask will 
be designed to test how you meet the requirements of the job given in the person 
specification.  The people who interview you will be trained and experienced to get the 
best out of you and to select the most appropriate candidate.   
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They will only ask you questions relevant to the post and you can refer to your application 
during the interview. 

What if I don’t hear anything? 
 
Always ring and check.  Shortlisting can take some weeks, particularly during holiday 
season.  Always ask for feedback on your application form, ask the officer to email or post 
feedback wherever possible so you can refer to it in the future. 
 
Good luck with your application and revisit the website for more useful tools as they 
become availble! 
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ANNEX A 
APPLICATION GUIDE V1.1 

MARCH 2009 
 

Name of Applicant 1 Yrs office wk 
experience

Microsoft 
Word

Excel Email Team 
|Working

Prioritse & 
manage time

Clear & neat 
H/Writing

Confidentiality Customer 
Care

Equal Opps Total Score

Bob Jones 3 3 3 2 2 0 1 1 2 3 20
John Smith 3 3 3 3 3 3 3 3 3 3 30
Billy Baxter 3 3 3 3 3 3 3 2 3 3 29
Julie Grant 2 2 2 2 2 2 2 2 2 2 20
Joe Burton 0 0 0 0 0 0 0
Alan Johnson 3 2 3 3 2 3 3 3 3 3 28
Barry White 3 3 3 0 3 0 2 2 2 3 21
Brian Greengrass 0 2 2 1 2 2 0 1 2 2 14
Name
Name
Name
Name
Name
Name
Name  

 
 

For the purposes of the above matrix, the panel will interview J. Smith, B. Baxter & A. Johnson.  All the other applications have a number 
of zero scores, or haven’t drawn on experiences such as J. Grant, resulting in her not being ‘shortlisted’.  Only those with the highest 
scores will by successful.  Generally, the above exercise will depend on how many application forms are received and the number score 
applied.   
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 Key:- 

 
3 Fully meets demonstrated with experience 
2 Partly meets 
1 Implied 
0 Not mentioned 
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