Short-listing Form


	Job Title


	

	Shortlisting Panel


	Name
	Job Title

	
	
	

	
	
	

	
	
	

	
	
	

	Shortlisting Date:


	

	Shortlisting Venue:


	


Checklist for Short listing Job Applicants (To be used with the person specification). Please note you may not be able to shortlist using all the criteria for the application form.  You may have to test other criteria during the interview and any other selection used.
Please insert a tick (() or cross (x) to indicate if the applicants meets the criteria  

	Applicants Reference Number

	AA/1
	AA/2
	
	

	Essential Criteria


	
	
	
	

	Proven Admin Skills

	(
	X
	
	

	Experience of working in an office Environment

	(
	X
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Applicants Reference Number

	
	
	
	

	Desirable Criteria


	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Signed:

Date:
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