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SUPPORTING INFORMATION  
 
APPLICATION FORM 
 
An application form is an official document that a potential employer might require candidates to complete 
when applying for a job. It helps to speed up the recruitment process and makes it easier to disqualify 
unsuitable or under-qualified candidates. A standard application form consists of: 

● Personal information  
● Qualifications 
● Employment history 
● Referees 

Some application forms may also include sections that require you to provide answers to specific questions, 
such as: 

● Personal statement - a little bit of information about what makes you perfect for the role you’re applying for 
● Specific screening roles questions 

 

PERSONAL STATEMENT 
 
A personal statement is a summary given to prospective employers to help you stand out from other 
candidates applying for the role. This should be around 1500 words explaining why you want the role, why 
they should pick you and what makes you the perfect candidate based upon your CV. If you are asked to 
provide your CV alongside a personal statement, do not repeat yourself. Take points out of your CV and 
expand on them in a more personal way. 
 
An example of what you can be asked to mention is: 
 
“In this section you need to demonstrate that you have read the published person specification and how you 
meet the essential and (where relevant) desirable criteria for this particular post if this has not been fully 
covered in the previous sections. 
 
Please include your reasons for applying and take the opportunity to highlight your particular talents and 
strengths, (what you feel you can personally offer - what is unique to you - what sets you apart from your 
peers)”. 
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TIPS & TRICKS 
 

● Don’t list off the things that are already in you CV 
● State your reasons for applying  

● Highlight what you can personally offer to the role - think of something which makes you unique to other 
applicants! 

● 1500 words max 

 

 

COVER LETTER 
 
A covering letter is much shorter, but equally will have some of the same information that’s included within a 
personal statement. You’ll focus on why you’re getting in touch with the employer, why you’re suitable for 
the role, what you can offer and why your skills and previous experience makes you perfect for the position. 
Summarise this with how you can contribute positively to the organisation and thank the reader in advance. 
Then, sign off the letter! 
 
 
 

TIPS & TRICKS 
 

● Research the company  
● Use simple font 
● Use paragraphs 
● Make sure to link to the job description 
● One page max 
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PERSONALITY TEST 
 
Some employers will require you to take a personality test. Personality testing refers to techniques designed to 
measure the characteristic patterns of traits that people exhibit across various situations. It is a test where others can 
understand you a bit more and determine whether you are suited for the position you’ve applied for. They’ve become 
quite popular and can be used to help whittle down candidates right away. 
 

HOW THEY WORK 
 
The developers of the tests get thousands of people to complete the same test, then all these answers go 
into a large database which then creates an overall average score and that’s how our personality tests are 
judged. 
 
There is no right or wrong personality – you are who you are and there’s no changing that! The test can reveal your 
strengths and weaknesses which you can use to your advantage. There is no way to cheat or fake a personality test, 
so always be honest. Faking it may mean you aren’t the right fit for the job or by trying to second guess what they 
want; you may end up missing out on the opportunity anyway. 
 

TRICK QUESTIONS 
 
Trick questions measure your ‘social desirability’ and how negatively or positively you see yourself. If you see words like 
‘never’ or ‘always’ this can be a sign of a trick question! For example: “I have never made a mistake” - Not a lot of people 
could say that this is completely true so make sure you have fully read the questions. Remember to be thoughtful in your 
answers and overall be honest. 
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