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What Applicants include…What the Selection Committee looks for? 

What are applicants expected to include in their Job Application? 

Covering letter: 

 Provides information relevant to the position to demonstrate ability to broadly 
meet the selection criteria (if the information is not provided to the panel, they will 
be unable to assess applicant’s capacity to meet required criteria) 

 May provide one specific example of selection criteria to demonstrate depth 
(optional and apply to critical areas) 

 May submit a statement addressing all the selection criteria (entirely optional) 

 States their interest in the role 

Résumé: 

 Provides personal details and relevant information for consideration including; 

o education  

o employment history 

o role responsibilities 

o achievements 

o publications (if applicable) 

o community/industry relationships (if applicable) 

o licenses/registrations/memberships; interests (optional)  

o referees 

o academic teaching and learning portfolio (if applicable) 

What does the Chair and the Selection Committee need to look for? 

Covering letter: 

The applicant 

 Demonstrates at a broad level that they meet key selection criteria 

o see that the claims to meeting the selection criteria in the covering letter 
are supported by previously held positions 

o see that jobs previously held meet your expectations in terms of career 
progression, if they don’t, explore this at the interview 

o see that the responsibilities and achievements in previously held roles 
support the position title, if they don’t, refer to the achievements in their 
résumé and explore at the interview (applicants may not have a “normal” 
career path and that is acceptable and worthy of discussion at the 
interview) 

 Or may give one detailed example for the critical criteria (the criteria were ranked 
in order of importance; if applicants don’t provide this detail do not automatically 
exclude them from the selection process, review their positions held and their 
achievements) 

o Research example – My strengths in research techniques include x 
developed from x. By applying these methods I was able to x. This 
resulted in discovering x with potential applications of x. For example, in 
researching x, I applied x,  this involved x. This technique resulted in x. 

o Leadership example –– I have well developed leadership skills working 
with teams as demonstrated in a range of positions including improving 
customer service satisfaction by 50% (position x, organisation x), 
reducing costs by 30% (position x, organisation x), expanding market 
share by 20% (position x, organisation x), improving the retention of 
critical staff by 20% (position x, organisation x). Turning to a specific 
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example of staff retention, the turnover rate was x, I introduced x by x. 
The challenges I encountered included x and I managed these by x.  

o Admin example – I have strong administrative skills applied in various 
roles (for example x in x organisation). I have developed and 
implemented various administrative and operational procedures including 
x (position x, organisation x) which have resulted in improvements in x. 
One achievement I am most proud of is x at organisation x. My 
involvement was x. I did x which resulted in x. 

 States their interest in applying for the position (if applicants do not state their 
interest in the position this does not warrant automatic exclusion from short listing 
but query this on interview) 

o Examples –  

I am returning from a sabbatical where I completed x and am now 
seeking to x. 

Following a period of tending to family responsibilities I am seeking to re-
enter the workforce and transfer my capabilities in x to x. 

My career has progressed where I want to x and I am ready for the next 
career step because x. 

I am keen to re-enter the workforce after a period of unemployment. 

 Ensure statements in the letter are supported by the résumé  

Résumé: 

 Relevant information is provided in a meaningful and logical way (if a strong 
applicant in every other respect, the selection committee can explore any 
disparities at the time of interview)  

 Stated achievements can be supported in the covering letter and meet the 
position requirements, for example 

Executive Assistant for General Manager x 

 improved time management of GM through telephone, diary and meeting 
management 

 improved co-ordination of operational management initiatives through 
managing followup actions arising from meetings 

 Check that publications, community/industry relationships, interests 
(optional), etc. are relevant and appropriate for the position applied 

 


