SELECTION CRITERIA PRO FORMA & SHORTLISTING PROFORMA 

	Post Name: ................................................ 

(Care MUST be taken to avoid discriminatory criteria) Complete this section prior to shortlisting
	Department/Division:

 .........................
	Grade/Scale:

 ...............

	Criteria
	Assessed by 

 A=Application 

T=Test 

I=Interview
	Result 

M=Met 

P=Partly met 

U=Unclear 

F=Fail
	Comments & Notes

	Person Specification

	Skills Required 

List below the skills required of the postholder. Indicate which are essential and which are desirable.



	Knowledge Base

List below the areas of knowledge in which the postholder would have to be proficient to carry out the duties of the post. Indicate which knowledge areas are essential and which desirable.



	Attainment

Detail the levels of educational achievement and vocational training necessary to carry out the duties of the post. Include the level, depth or standard of qualification.



	Experience 

Detail the level of experience required of the postholder. As well as periods of experience also include levels of achievement essential or desirable



	Personal Attributes

Detail any specific personal attributes which are required to carry out the duties of the post. Particular care should be taken not to discriminate




