
Supporting Evidence Form

Vacancy: 188400 Evening & Weekend Library Assistant
Candidate Name: ………………………………………………..
This form lists the Selection criteria for the post: some are Essential – experience and skills which the successful candidate will be expected to have, and some are Desirable – experience and skills which are not essential but which would be beneficial in the post.
You must explain how you meet each of the criteria using examples of your skills and experience gained in employment, education, or during career breaks (such as time out to care for dependents). Your application will be judged solely on the basis of how you demonstrate that that you meet the selection criteria outlined below.
Please see below an example of some supporting evidence. Please note that this criterion is just an example and may not form part of the selection criteria for this particular post. You might find it helpful to use the STAR method to structure your supporting evidence:
· Situation – introduce the situation to set the scene and provide context.
· Task – describe the task. What needed to be done and why? 
· Action – explain the action you took.
· Result – what did you accomplish? What was the outcome?

	Example Criterion
	Example of supporting evidence

	Experience in a customer
service role with
commitment to excellent
customer service
	Working as a Shop Assistant, I was constantly serving customers in a busy and fast paced environment. I learnt how to serve customers in a friendly and helpful way, including under pressure. While serving food, communicating with customers was very important, as I often had to answer questions about allergens and other dietary requirements. I enjoyed getting to meet and interact with such a diverse group of people. Part of my job required me to deal with complaints or problems. Although this was perhaps the most challenging aspect of the role, it pushed me to develop my customer service skills and find resolutions that left customers happy with their experience.




Please enter in the relevant boxes below evidence demonstrating how you meet the selection criteria, aiming for no more than 300 words per criterion.[footnoteRef:1] [1:  For guidance on how to determine character count in MS Word, see Microsoft’s online support. For example, guidance for Microsoft 365 is located here: https://support.microsoft.com/en-us/office/show-word-count-3c9e6a11-a04d-43b4-977c-563a0e0d5da3 ] 

	
ID
	Essential Criteria
	Supporting evidence

	E1
	Educated to GCSE level or equivalent
	

	E2
	Ability to communicate effectively, confidently and courteously with readers, colleagues and the public
	

	E3
	Awareness of the importance of good customer care and a commitment to providing excellent quality service
	

	E4
	Ability to lift, move and carry books and journals
	

	E5
	Good general IT literacy including use of email, internet and general applications such as Microsoft Office
	

	E6
	Ability to work effectively as part of a team
	

	E7
	Ability to undertake a range of routine tasks with care and accuracy
	

	E8
	Reliability, punctuality
	

	E9
	Discreet when dealing with material of a confidential or sensitive nature
	

	E10
	Ability to prioritise and work under pressure in a busy working environment
	

	

	Desirable Criteria
	

	D1
	Previous experience of working in a library environment or similar customer services environment
	

	D2
	Previous experience of using an automated library management system
	

	D3
	Local library specific subject interest/knowledge
	

	D4
	Knowledge/experience of library databases and online resources
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