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Session Objectives

At the end of this session you will be
better prepared to read and interpret
a job advertisement and/or selection
criteria and respond appropriately



• Recruitment is an art not a science

• Applying for a job is a marketing exercise; you are the product

• Recruitment is a highly competitive process

• Recruitment follows Public Sector rules including Merit Selection Principles

• Recruitment is essentially matching a person to a job

• Recruitment in the Public Sector aligns to the ILS (APS recruitment process); 

• ‘Culling’ for suitability is the first part of the assessment process

• Recruitment process can also include other approaches such as testing and 
work samples 

First things First



Understand the Role

• Review the role, selection criteria and conditions of employment

• Conduct your research: 

• Contact the contact officer with questions (be conversational)

• Review the prospective employer’s website (dig down to the relevant level)

• Understand the big picture:

• Difference between APS Levels, Performance Expectations and Work Level Standards

• Review the Department’s Strategic Plan

• Decide on the suitability of the role



• Be conversational with the contact officer:

• “I’ve had a look at the job pack and your strategic plan on the website. I have some 
additional questions to help me tailor my application for this role.”

• Questions around:

• Why is the position vacant? Is it a new or existing role?

• What direction is the section/organisation taking?

• What are the key obstacles that the person in the job may need to face?

• What is the composition of the workforce/dynamics of the team?

• What are the current priorities for this position, and for the next six months?

Questions to Ask the Contact Officer



• Read the instructions, twice! Follow the instructions; identify what is 
required and how it’s required (what is required, how it’s to be presented, 
when it’s due)

• Identify the required knowledge, skills and attitude

• Identify examples of where you have demonstrated these in a similar 
context (it helps to keep a log of examples and keep adding to it)

• Review and customise your resume to the role (and align with application)

• Write a draft response focussing on the role and giving specific examples 
(succinctly)

• Have a trusted and experienced colleague give you feedback (on application 
and resume)

Preparing to Write your Application



Having a database or log of examples of skills and experiences that align with 
common selection criteria makes writing applications and preparing for interviews 
much easier. 

• Diversity:  
• Provided input to, organised testing of, and gave feedback on, Cultural Competency 

eLearning module being developed by our People and Culture Branch

• Planning:
• Developed our section’s Operational Plan which aligned with our Branch Plan and the 

Department’s strategic objectives. 

• Leadership:
• I managed a finance team as they transitioned to a shared services model with another 

agency within our portfolio. There was a lot of anxiety about this and I held weekly 
transition updates with the team as well as one on one check-ins. The transition was 
completed successfully with all staff retaining their positions. 

Capability Examples



• Responses can be requested in different ways:

• Write a statement of claims addressing the criteria using no more than X 
number of words (or X number of words per criterion)

• Write a one-page pitch outlining how your skills, knowledge and 
experience will be relevant to this role 

• Tell us about three professional achievements within the last five years 
you are proud of (500 words maximum).

Different Types of Written Responses 



Selection Criteria

• Based on job descriptions, classification level, job competencies and/or 
the ILS

• Usually provide the basis for questions in a job interview

• Generally you need to show you fully or partially have:

• The experience

• The knowledge and skills

• Relevant qualifications 



Research

• Strategic plan (What’s the big picture? Are there 
inter-related departments or agencies? Is there 
a global aspect?)

• ILS

• What are the behavioural indicators for the 
criteria

• Work level standards

• What are the standards for the role?

• Job advertisement

• What are all the points you need to address?



Addressing Criteria

• Always be guided by what you are asked to 
address and show this in your response 

• Pay attention to word limits

• Gather your examples (check your log) and 
choose the best

• If you don’t have examples form the same type 
of work, refer to the transferability of skills and 
knowledge

• Seek feedback

• Quality assure



‘One Page’ Pitch

• A one page pitch is an opportunity to tell a 
prospective employer why you are the right 
person for the job. 

• The employer wants to know why you want to 
work with them, why you are interested in the 
role, what you can offer them, and how your 
skills, knowledge, experience and qualifications 
are applicable to the role. 

• It’s an argument to why they should hire you



• When required to write a pitch, consider the following format:

• In the opening paragraph, acknowledge your understanding of the organisation, the role and 
your suitability

• Promote your suitability to the role by highlighting your relevant knowledge, skills and 
experience that align to the role. Highlight the transferability of your skills and competencies

• Promote your suitability to the workplace culture by highlighting your personal attributes and 
qualities

• Be positive and upbeat (show your enthusiasm for the role & the organisation)

• Give specific examples of achievements to provide evidence, if requested

Responding to a Pitch



https://www.hashtagcv.com/



Criterion: Supports strategic direction 

Opening statement

In my role as a Learning and Business Consultant with ABC Pty Ltd, I have demonstrated 
experience in successfully supporting the organisation’s strategic direction through 
developing consultative programs that contributed to delivery of the organisation’s 
objectives.

Example using the STAR Method



Criterion: Supports strategic direction 

Situation

An example of this is where I developed program XYZ for Department X.  
Design and delivery of program XYZ was part of the ABC strategic plan for 
2017-18.

Task

My task was to develop a program that met the client’s needs and 
expectations. The program also had to align with our company’s strategic goal 
of establishing a long-term relationship with the Department X.

Note: you can combine situation and task into one succinct statement

Example using the STAR Method



Action

To achieve this I  made sure I aligned the program’s purpose with the client’s 
objectives and values. I met with the client to confirm the program’s goals and then 
developed a program plan for the client’s approval. On approval, I developed the 
program’s resources and following our internal quality assurance process, submitted 
these to the client.

Result

As a result the program was completed successfully and met its objectives. Our 
company has a stronger relationship with the Department as a result of my work. 
Furthermore the successful design and delivery of the program contributed to the 
achievement of one of our company’s strategic goals  for 2017-18.

Example using the STAR Method



Drafting a Response

• Ensure you have a thorough understanding of the selection 
criteria. Identify, highlight and use key words from the 
advertisement

• Select the most appropriate examples that demonstrate how you 
meet the criteria 

• Start (and finish) your response with a positive claim that you have 
the job requirements



Quality Assuring Your Response

• Cross –reference it to your resume to 
ensure the examples you used are 
addressed in your experience

• Ensure you follow the instructions in the 
application kit

• Well spaced, size 12 font, white space, 
name on footer, pages are numbered

• Proof read it and get a trusted and 
experienced colleague to read it before 
sending it



Editing Checklist

• Check for:

• Spelling

• Grammar

• Clarity

• Meaningful examples (STAR)

• Readability

• No waffle



Conclusion

• Any questions?                                                        Good luck!


