
Going through a recruitment process can be very stressful, so we aim to reduce this by ensuring good communication and 
support to candidates at all stages of the recruitment process and we ensure that we offer additional support to those who 
need it, for example people with disabilities, or who are neurodivergent.



The stages of the recruitment process are as follows:
• We receive your application by and respond to confirm that we have received it and let you know the date we will contact you about the 

outcome of the shortlisting process. 
• We anonymise all application forms to remove any potential unconscious bias.
• Following the shortlisting process, if your application is unsuccessful, we will let you know. 

Continued on next page

Recruitment Process



• If your application is successful, we will send you an invitation to interview email informing you of the:
• date, 
• time and 
• location of the interview, 
• who the interview panel are, 
• and the details of any tests or presentations which you may need to prepare for. 
• For many of our roles, we also send you the interview questions in line with our neurodiversity policy, to allow you to prepare, as well as 

letting you bring prompt cards. 
• We will also ask you if you need us to make any reasonable adjustments for you.

• Following your interview, the recruiting manager will phone you to let you know the outcome of the interview stage.
• If you are successfully offered the role, then the HR Officer will make contact with you, to discuss any next steps.

Recruitment Process



There will also be a section which says whether you need to be Christian to fulfil this role or whether it is not a requirement of the role. 
Not all of our roles require you to be Christian, however they do require you to be comfortable working for a Christian faith organisation.

The Candidate application pack is in an accessible format, therefore can be used with screen readers, but a large font version of this is also 
available.

Candidate Application Pack

Each vacancy will have a Candidate application pack, 
where you can find out about the:
• role, 
• the salary and benefits, 
• and the skills and experience that you need to have 

familiarity with, in order to do the role. 

If you need to have a DBS check and complete a 
Confidential declaration form, this will also be shown.



We also ask you to complete an equal opportunities form and send it to us along with your application form.

Only the HR Officer will see this form, the recruitment panel do not see this.

While completion of this form is voluntary, we encourage applicants to complete this, so we can ensure that we are fulfilling our obligations 
to create a truly diverse workplace by ensuring that we advertise in a way that reaches everyone in our Diocese.

This form is set up to be used by screen readers and speech to text software. There is also a large font version of this form available.

Equal Opportunities form



When completing our application form, please make sure you complete all sections in full. 

The application form is suitable for screen readers and for speech to text software

Carefully read the advert, Job description and Person specification to enable you to answer any questions fully, to show how you meet the criteria for the role.

Ensure that you complete the references section in full. We will not contact your referees unless you have been offered the role.

You should also ensure that you sign the candidate declaration section, confirming that you are free to remain and work in the UK with no restrictions. 

Please note, that we do not have a license to sponsor skilled workers who are seeking work in the UK

Completing the Application Form



The person specification shows which criteria you need to have familiarity with, in order to do 
the role. 

We understand that no-one is perfect, or will meet 100% of the shortlisting criteria so please do 
not be put off applying if there are some areas you have less experience in. 

We offer training and support to all our employees to ensure any gaps of knowledge are 
addressed.

If you have a disability or are neurodivergent and you meet the shortlisting criteria, we 
guarantee that we will offer you an interview.

In the first column of the person specification, are the qualifications, skills and experience 
needed for this role.

The next column is the essential Criteria which are key to the role, and it is this that we use to 
shortlist your application.

The next column is the desirable criteria which are things that are “nice to have” or can be 
taught “on the job”. 

Continued on next page…
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We only score against the desirable criteria if many applicants scores are very 
close on the essential criteria.

In the final column you will notice initials such as AF, I or T. These are the 
methods we will use to assess you. 

• “AF” means application form, so we will look for this information in your 
application form

• “I” means that we will assess this at interview 
• And “T” means that we will assess this with a test or presentation at interview, 

the details of which would be sent to you if you are invited for interview.

Where there is a test of presentation required, we will ask you if you need any 
reasonable adjustments to support you with this, and with the rest of the 
interview process.

Where you see more than 1 letter, for example AF and I, this means you would be 
scored on this criteria at both the application form stage, and the interview stage.

The Person Specification



When completing the section which asks why you feel that you are suited to the post; this is where you need to identify your skills and experience that match 
with the person specification

You should think about relevant examples from your current job, a previous job, your personal life, community or any voluntary work that you undertake. 

For each item on the person specification lay out your answer in the STAR method. 

On the next few slides is a basic example to give you an idea of how to do this, but you will need to write as much as possible to show that you meet the 
criteria

Note that you should only highlight your contribution and not other peoples.

The STAR Method



Let’s take the Criteria “Experience of managing a busy workload, multi-tasking and meeting sometimes competing deadlines”

Let’s start with S for Situation – what was the situation you were facing?

You could say – “My current role is very busy as I manage the diaries of three Directors, who all have different needs ……”

The STAR Method - S

S – My current role is very busy as I manage the diaries of three Directors, 
who all have different needs ……

Criteria – Experience of managing a busy workload, multi-
tasking and meeting sometimes competing deadlines



Then T for Task – What was it that you needed to do?

You could say – “That I need to ensure that I deliver a PA function 
to all three Directors efficiently…..”

The STAR Method - T

S – My current role is very busy as I manage the diaries of three Directors, 
who all have different needs ……

T – To ensure that I deliver a PA function to all three Directors efficiently….. 

Criteria – Experience of managing a busy workload, multi-
tasking and meeting sometimes competing deadlines



Then A which means Action – How did you complete the task and why?

You could say, “I do this by allocating specific time to each of the Directors each morning to do a run through of what they have on that day and what 
support they need from me. Then I let them know what work I have to do for the other two Directors. That way I can plan my day around the support 
they each need…….” 

The STAR Method - A

S – My current role is very busy as I manage the diaries of three Directors, 
who all have different needs ……

T – To ensure that I deliver a PA function to all three Directors efficiently….. 

A – I do this by allocating specific time to each of the Directors each morning 
to do a run through of what they have on that day and what support they 
need from me, and I let them know what work I have to do for the other two 
Directors. That way I can plan my day around the support they each 
need……. 

Criteria – Experience of managing a busy workload, multi-
tasking and meeting sometimes competing deadlines



And then R for Result – What was the outcome of your actions, what went well, and what did you learn?

You could say – “That I deliver an efficient service where all the Directors have everything that they need, to perform their role, and know they can rely on 
me, but I also don’t get overloaded with work, and I am able to meet my deadlines…..”

The STAR Method - R

S – My current role is very busy as I manage the diaries of three Directors, 
who all have different needs ……

T – To ensure that I deliver a PA function to all three Directors efficiently….. 

A – I do this by allocating specific time to each of the Directors each morning 
to do a run through of what they have on that day and what support they 
need from me, and I let them know what work I have to do for the other two 
Directors. That way I can plan my day around the support they each 
need……. 

R – That I deliver an efficient service where all the Directors have everything 
that they need to perform their role, and know they can rely on me, but I 
also don’t get overloaded with work, and I am able to meet my deadlines…… 

Criteria – Experience of managing a busy workload, multi-
tasking and meeting sometimes competing deadlines



If you have any questions about the role you will find the recruiting 
manager’s details on the advert.

If you have any general questions about recruitment, you can email 
the recruitment email address which is also on the advert, and one 
of the HR team will get back to you.

Questions
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