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NHS Application Guidance 

Preparation 

Writing a good application is important, and to do so you need to prepare.  

• Study the Trust PROUD Values. 

• Study the Job Duties.  

• Study the Person Specification.  

Make sure you are well suited to the role, and if you’re not, reach out to us at 
sth.employability@nhs.net so we can guide you. It may be that we can point you towards another 
more suitable job. We can also recommend short-term, part-time Functional Skills courses, 
additional support for those with a learning or physical disability or hands-on application and 
interview advice. 

Often though, the hardest part is reflecting on what makes you great for this job. We don’t 
expect perfection, and we will often accept relevant experience in place of qualifications.  

Think about your strengths, skills & experiences. These questions can help:  

1) Reflect on a moment when you felt proud of yourself. What did you do to make you feel 
proud? 

2) Consider a time when you learned something. What skills did you use to learn this?  
3) Think about a time when you helped, supported or taught someone something. How did 

you work with this person effectively?  
4) Recall a time when you received positive feedback about something. What personal 

attributes did you display to receive this praise?  

All your answers to these questions are your strengths. Perhaps you can now think about 
other strengths that you have. 

Pick out 5 keywords from the job description that you feel are important, e.g. ‘Communication’, 
‘Enthusiastic’, ‘Initiative’, ‘Flexible’, ‘Committed’ etc. For each word, consider:  

• When will this be used in this role? 

• Why is it important to the post holder?  

• What experience do I have of this or something similar? 

This exercise will allow you to put these words into context. It’s important to understand the main 
purpose, duties and responsibilities of the job you’re applying for, as well as any key skills required.  

When reading over the specific requirements for the job role you’re applying for, consider which 
you relate to most strongly. You will benefit from choosing a specific example that highlights a 
time where you have shown this attribute; don’t worry if this isn’t during paid work, any notable 
moment can be used.  
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Completing the application 

You will need to complete an online application that details:  

• Your personal details 

• Your education & professional qualifications 

• Training courses attended 

• Membership of professional bodies  

• Employment history 

• References 

• Monitoring Information  

Our top tips here are:  

1) Be honest about your education and employment history. You’ll be able to put these into 
context later and explain how they relate to the role.  

2) Take your time, all our jobs will show the ‘closing date’ – this tells you when you need to 
apply by, but otherwise you can save your application and come back to it as much as you 
want. Take a break and don’t rush.  

3) Once you’ve applied to a job, or even completed an application, you can use this same 
information again and again, so the first time is always the longest!  

4) Do remember to update your information if anything has changed since your last 
application. 

 

Supporting Statement 

Write as much information as possible in your supporting statement. This is how we will put your 
experience into context and understand more about you.  

Here is where that preparation from before is important; now is the time to show off the strengths, 
skills and attributes you have, using the examples you identified to demonstrate your suitability. 

Utilise the Person Specification to emphasise how you can meet the criteria in every instance. The 
person reading your statement doesn’t know you yet, and in order to shortlist you for an interview 
they need to be convinced that you have the capability to do the job well. It’s wise to be specific in 
your links to each of the criteria, to make it easier for someone to see that you would be a good 
choice.  

Be confident in the language you use. Try to avoid ‘might’ and ‘could’, instead use ‘will’ and ‘can’, for 
example. Even if there are a few areas you are less sure of than others, be assertive and stay 
positive. Avoid talking about what you can’t do and focus instead on what you are good at.  

Remember to back up each point with a specific example.  

 

We are here to help. Contact us on sth.employability@nhs.net if you think you could benefit 
from some additional guidance or support.   
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