Candidate selection Sheet
How to complete this sheet –
· For each criteria allocate points for each candidate between 0 to 5 (“0” being very poor and “5” being excellent). 
· If you find that the candidate has not provided information relating to a particular criteria in their CV, provide a mark of “0”. 
· When you have finished allocating marks, get the total at the bottom of the sheet. The candidate who has scored highest will be the most suitable for the job
 
	Criteria
	Candidate

	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	Knowledge

	An understanding of customer care  
	4
	3
	4
	5
	5
	3
	5
	5
	4
	3

	District Council and County Council functions  
	0
	0
	2
	0
	0
	0
	2
	0
	4
	3

	Working knowledge of controls and procedures for payment handling 
	4
	4
	3
	4
	5
	4
	4
	4
	4
	4

	Health and Safety aspects relating to customers who are on the Council premises  
	3
	3
	2
	4
	5
	2
	5
	4
	3
	4

	Skills and abilities

	Good face to face skills, telephone manner and good demeanour/listening skills when dealing with customers  
	4
	4
	5
	4
	5
	5
	5
	4
	4
	4

	I.T. skills  
	4
	4
	5
	4
	5
	4
	4
	4
	4
	4

	Ability to organise own workload  
	3
	5
	4
	5
	5
	4
	3
	4
	2
	4

	Ability to deal sensitively with customers  
	4
	3
	3
	4
	5
	5
	4
	5
	4
	4

	Ability to work under pressure  
	3
	4
	4
	4
	5
	4
	4
	4
	4
	4

	Ability to work on own initiative  
	4
	4
	3
	5
	5
	3
	4
	5
	5
	4

	Ability to prioritise and meet deadlines  
	4
	5
	4
	4
	5
	5
	4
	5
	3
	4

	Ability to communicate effectively at different levels  
	4
	5
	5
	3
	5
	4
	5
	3
	4
	3

	Ability to follow payment handling procedures  
	4
	5
	5
	3
	5
	4
	2
	3
	5
	4

	Ability to work within a team and be a team player  
	3
	4
	5
	4
	5
	5
	4
	2
	5
	3

	Flexible and willing to learn new techniques  
	4
	3
	5
	5
	5
	3
	4
	3
	3
	4

	Well motivated   
	4
	4
	5
	5
	5
	5
	5
	5
	5
	5

	Ability to show initiative and demonstrate problem solving skills  
	4
	4
	4
	5
	5
	4
	4
	5
	5
	4

	Flexible with start and end times and lunch times to enable the full range of tasks to be undertaken  
	4
	3
	3
	4
	5
	3
	5
	4
	3
	4

	Can demonstrate the ability and commitment to seeing a task/enquiry/problem through to completion  
	3
	4
	4
	5
	5
	4
	5
	3
	5
	4

	Ability to use the Electronic Document Management System 
	4
	4
	5
	2
	5
	3
	5
	4
	2
	3

	Experience

	In a customer services environment  
	4
	4
	5
	4
	5
	3
	3
	4
	3
	3

	Within a Public Services capacity  
	4
	3
	4
	4
	5
	4
	4
	4
	4
	4

	Handling high volumes of telephone calls  
	4
	4
	2
	5
	5
	5
	5
	4
	5
	4

	Working with Windows based applications   
	4
	4
	4
	4
	5
	5
	5
	5
	4
	4

	Payment handling in a customer service environment 
	4
	3
	4
	3
	5
	3
	2
	3
	3
	5

	Other

	Willing to undertake further training in order to provide the best possible service  
	3
	5
	3
	4
	5
	4
	4
	4
	4
	4

	Flexible and willing to work at different offices 
	4
	5
	5
	3
	5
	4
	3
	3
	4
	3

	Having previous experience / Willingness to wear uniform supplied for customer service staff  in line with Corporate Uniform Policy 
	4
	4
	5
	5
	5
	4
	5
	3
	2
	4

	Total
	102
	107
	112
	111
	135
	106
	114
	106
	107
	107



Why did different people pick different candidates? - Each person can interpret a candidate's qualifications and experiences differently, shaped by their own biases, values, or what they prioritize. For example, one individual might see experience as the key factor, while another might place more importance on educational achievements or how well the candidate fits into the company’s culture.
What are the implications of this activity to us as ‘potential employees? - When it comes to CV selection, personal opinions can play a big role, so it's super important to showcase yourself in a professional, clear, and well-organized way. This means paying attention to how you format your CV, making sure everything is easy to read, and highlighting your accomplishments and skills effectively. Since different people might look for different things in a CV, showing a mix of hard skills and soft skills, like communication, teamwork, and adaptability, can help you stand out to a wider audience of evaluators.
What could you do to ensure that you get selected? - Customize my resume for every job I apply for by focusing on the experiences and skills that are most relevant to the position. Incorporate keywords from the job listing to show that I understand what the company is looking for. Make sure my resume is easy to read and well-organized, avoiding complicated language. Use clear headings, bullet points, and straightforward wording so that anyone reviewing it can quickly see your qualifications. Don’t forget to showcase both my technical abilities and my soft skills. Employers often seek candidates who are versatile, can work well with others, and can think outside the box. Since different employer’s value different qualities, highlight my leadership skills, technical knowledge, problem-solving abilities, and how well I fit into their company culture. Take the time to research the company’s values and culture and reflect that in my resume and cover letter. This can help I stand out to those who prioritize cultural alignment.
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