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Where to find NHS jobs
NHS Jobs Website

www.jobs.nhs.uk/candidate/search 

http://www.jobs.nhs.uk/candidate/search
http://www.jobs.nhs.uk/candidate/search


Understanding the job
A job description is a written explanation that outlines the essential responsibilities and requirements
for a vacant position.

Your application will be scored
against this criteria. It is vital
to show evidence against all
the essential criteria.

There is usually space in
the supporting information
to write this out.



Job application
form

Personal information
Qualifications / courses attended
Employment history – chronological order / gaps in
employment
References
Supporting information



CV tips
When would you use a CV?



CV tips
Remove date of birth and only include town from address

Highlight your relevant skills and experience for the role you’re applying for

Stick to 1-2 pages with a easy-to-read format 

Start with a short intro about who you are and what you bring to the table

Focus on achievements – show results, not just duties (e.g., “Increased
productivity by 30% by...”)

Use keywords – match words from the job description to get past screening
software

Proofread to avoid typos and keep language professional



How to complete a good
application 

Complete all sections of the application form

Proofread your application, watch out for typos and
grammar errors

Personalise your answers based on the job description

Research organisation you’re applying for

List your jobs from most recent first



Supporting information/
Personal statement

Use real life examples of how you meet the essential criteria:
“During an emergency shift in the A&E department, I remained calm and efficiently assisted nurses in triaging
patients, ensuring critical cases received immediate attention

Be personable and passionate about applying for the role:
“My passion for healthcare began when I cared for my grandmother during her illness. Witnessing the positive
impact of compassionate care inspired me to pursue a career where I can support others in their most vulnerable
moments."

Add any additional experience / work outside of your employment:
“When I became a full-time carer for my mum for 5 years, I developed my communication skills and learned how
important it is to be compassionate for those who are less abled”

The 'supporting information' section is your opportunity to sell yourself. 



Exercise

Notice how the main duties & responsibilities provide a more
in-depth picture of the role. 

Both the job brief, main duties and essential criteria serve as a
good structure or checklist to follow when writing your
personal statement.



Exercise

Read through the job description for a Admissions Booking Co-ordinator to understand
the requirements

Write down the main attributes required for the job

Using the job description, write down relevant key points and could be used to write your
supporting information



The interview invite will have all the information you need in
preparation for your interview:

Time and date of interview 
Whether it’s in-person, online, over the phone or an assessment
centre 
Name and contact details of the person holding the interview

Interview



Research the organisation: what are their values?

Read the job description carefully

Practice answers to common interview questions

Prepare some examples – STAR method

Think of some questions to ask

Interview prep
STAR method:

Situation - set the scene
Task - explain your responsibility 
Action - explain what you did
Result - share the outcome

Examples of common interview questions:

Tell me about yourself.
Why do you want to work here?
What are your greatest strengths and
weaknesses?



Take some time to decide what would be the best answer to the following question:

Tell me about yourself and why you are the best fit for the role.
 

Exercise



Day of the interview
Before your interview:

Give yourself plenty of time to arrive - plan your route the day before 
Be ready to start your interview 5 - 10 minutes before
Think about the first impressions – dress code, personal hygiene, etc

During interview: 
Make good eye contact
Be clear and concise in your answers
Do not make assumptions the panel know the detail of your application/CV
Ask the interviewer to repeat the question or explain further if needed
Sell yourself 
Remember to use “I” instead of “we”.
Be aware of your body language - try to relax and be as calm as you can
Refer to your notes if you need to



Questions


