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	Understanding the Person Specification


Use this template to translate a job advert into telling you what the company is looking for, by pulling out key information, leaving you with the gaps which will tell you what questions to ask at interview. Review your CV identifying what evidence you had of those areas and what needs more focus to secure you an interview.
	Company:


	

	Position Title:


	


	Information Required by company

	Essential
	Desirable
	Evidence within my CV

	Education:

- Subjects studied

- To what level

- What results

	
	
	

	Work Experience:

- Type that is relevant

- Type of employer

- What functions / jobs

- Length of experience

- Level of success


	
	
	

	Abilities

- Specific abilities needed

- What level

 eg min / max

	
	
	

	Personality

- Characteristics of an individual


	
	
	

	Motivation

- Level of motivation

- Type of motivation

eg preference for working with people or equipment, artistic or scientific


	
	
	


	Health

- Critical for the job eg able to operate heavy machinery

	
	
	

	Circumstances

- Location / mobility 

eg near to work for an emergency or to have a clean driving license

	
	
	

	Competencies / Capabilities
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