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The short-listing template (below) records the criteria to assess when short-listing applicants from the application stage to the interview stage of the selection process. The shortlisting process is used to reduce the number of applicants into a smaller, more manageable pool of candidates. 
Instructions: 
1. Identify the key selection criteria (KSC) for the position and list them in the top row of the template (KSC should be ranked from most important to least important). 
2. Identify and list the minimum skill or experience levels applicants must have for each KSC to progress to the next stage of the selection process in the second row of the template. 
· Examples of minimum skills or experience level required are: 
· 2 years’ experience in … 
· completion of a degree in … 
3. Score applications on each KSC using the rating scale in the table below. Using a rating scale ensures an objective assessment is undertaken.
	0 =
	Fails to meet. Applicant did not demonstrate any ability to meet the KSC 

	1 =
	Partially meets. Applicant partially demonstrates any ability to meet the KSC

	2 =
	Meets expectations. Applicant demonstrates enough evidence to meet the KSC

	3 =
	Exceeds expectations. Applicant demonstrates significant evidence to meet the KSC


4. Those who have passed all the minimum skill/experience level for each KSC can be shortlisted to proceed to the next stage of the selection process. If, however there are a large number of applicants who meet the minimum requirements, you may decide to telephone or video interview the top shortlisted candidates to further reduce the number of candidates you will interview face-to-face.
The short-listing template allows ranking of applicants according to their compatibility to each KSC. Evidence of an applicant’s ability to meet the KSC should be assessed through the information provided in the candidate’s application. 
	Key selection criteria
	KSC 1
	KSC 2
	KSC 3
	KSC 4
	Proceed

	
	
	
	
	
	Total
	 / 

	Minimum rating required to meet selection criteria
	2/3
	2/3
	2/3
	2/3
	8/12
	-

	Candidate 1
	2/3
	1/3
	0/3
	2/3
	5/12
	

	Candidate 2
	3/3
	3/3
	2/3
	0/3
	8/12
	

	Candidate 3
	3/3
	3/3
	3/3
	2/3
	11/12
	

	Candidate 4
	3/3
	3/3
	3/3
	3/3
	12/12
	

	Candidate 5
	0/3
	1/3
	3/3
	2/3
	5/12
	



