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SHORT-LIST PRO-FORMA
Candidate name:……………………………………………………Post applied for…………………...……………………………………

Organisational Unit:………………………………………………...Completed by:………………………………………………………….

Date:………………………………………………………………….Short-list yes/no:………………………………………………………
	Selection criteria*
	
	
	
	

	Essential
	Fully Met

√ / x**
	Partially Met

√ / x**
	Not Met

√ / x**
	Comments:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Desirable
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


* Selection criteria for both short-listing and interview purposes should be drawn from the person specification for the post and listed above, separated out into essential and desirable criteria
**  A scoring system may be used if preferred and the form amended accordingly, e.g. Fully Met – 2, Partially Met –1, Not Met – 0 although essential criteria should be weighted.

