
Tips for Applicants
Guidance on the application, 
shortlisting and interview process



You will need to register an account before 
completing your application. We recommend 
that you register with a personal email address 
rather than a work-based email address. 

Please add: donotreply@email.ulster.ac.uk and 
peoplexd@accessacloud.com to your safe 
senders list to ensure you do not miss any 
emails from us.

Please download and retain a copy of the 
Candidate Briefing Document before the closing 
date, as it will not be available after this.

We appreciate the time and effort involved in making a job application 

and want you to have a positive experience of our recruitment process.

To help you with your preparation, please consider the following 

guidance before submitting your application and when preparing for our 

selection processes.  

mailto:donotreply@email.ulster.ac.uk


What will the hiring department 
be looking for?

From the applications received for the job, the 
hiring department will aim to select the 
candidates best suited to undertake the role 
successfully and invite them to the next round 
of assessment. 

This will normally include an interview 
combined with some other form of 
assessment, such as a presentation, written 
exercise or practical test relevant to the role.



Tips for completing 

your online application



• We regularly receive high numbers of applications for 
many of our roles, so invest the time in ensuring that 
your application stands out.

• Provide the selection panel with a full picture of your 
ability to undertake the role by submitting a clear and 
informative application.

• Your application is your opportunity to convince the 

selection panel that they should select you to progress 

to the next phase of assessment.

• Remember that the selection panel will only be able to 

base their decisions upon the information provided in 

your application.



Do ensure that:
Your contact details are 
correct, particularly your 
email address, as this is 

the method we will use to 
contact you regarding your 

application.

All information provided is 
honest and accurate.

All sections of the 
application are completed 

clearly and concisely.

All information provided is 
relevant to the job as 

described within the Job 
Description.

You tailor your application 
to meet the needs of the 
Personnel Specification. 

You make it easy for the 
selection panel to see how 

well you match the job 
(see information on STAR 

method below).

Continued....



Do ensure that:

You provide evidence of how your previous experience, skills and abilities mean that you match the needs 
of the job i.e. abilities/skills specified within the essential/desirable criteria of the Personnel Specification. 

Remember that you may be able to draw from different areas of your life to provide relevant and useful 
examples, not just paid employment.

You provide full details of your work experience/history.

You complete all essential fields on the online application form. Incomplete application forms will not be 
accepted by the system.

Any attachments are relevant, add value to your application and do not duplicate information provided in 
the main application.



Do not:

Just confirm that you meet the criteria 
specified in the Personnel Specification 
without further explanation. You need to 
provide clear evidence of how you meet 

the criteria by giving examples which 
draw upon previous experience, from 

paid or voluntary employment, 
education or other interests.

Avoid answering the Job-Related 
Questions by directing the selection 
panel to look for the answers in your 
CV. This will result in your application 

not being shortlisted.



What is the difference between 
essential and desirable criteria?

Essential criteria are those without which the job cannot be performed well.

Desirables are the ‘nice-to-have’ skills and experience, but are often things 
that could be trained on the job.

So, if you don’t meet the desirable criteria, don’t let that put you off.

When the panel members are shortlisting applications, they’re going to be 
looking for applicants who have demonstrated they meet the essential 
criteria.  If they shortlist more of those than they can reasonably interview, 
then they will use the desirable criteria to further reduce the shortlist to a 
manageable number for interview.



Use of Generative AI tools by candidates 
during the application process

Ulster University recognises the potential benefits that Generative 
AI tools (for example Chat GPT) may bring to some candidates 
during the application process.

In particular, we recognise the positive impact such tools may 
have with regard to equality, diversity and inclusion.

When using AI, however, we encourage candidates to use the 
technology responsibly, ensuring that submitted applications 
provide an accurate representation of your skills, abilities and 
experience.

Our selection activities are designed to robustly test and evaluate 
the extent to which candidates meet the selection criteria outlined 
for each role. This includes the use of interviews, presentations, 
written exercises and other additional selection activities as 
appropriate for each role.



Qualification Details
The type and grade of qualification needed for the job, if any, 
will be specified within the Personnel Specification.

List the details requested about your education/training in date 
order, starting with the most recent.

Make sure that you include your major qualifications and 
classifications/grades which are relevant for the job.

The UK National Information Centre (UK ENIC, previously UK 
NARIC) is the official organisation for the recognition and 
comparison of international qualifications and skills.

Click here to visit UK ENIC website 

https://www.enic.org.uk/


Current & Previous Employment

• Provide the details requested 
about your employment and work 
experience. Remember, that you 
can include paid and/or voluntary 
work experience, providing that it 
is relevant to the application.

• It is important to ensure that there 
are no unexplained gaps in your 
application. Please specify the 
dates and reasons for any gaps, 
e.g. periods of unemployment, 
career breaks etc.



Job-Related Questions

When writing your application, we encourage you to adopt 
the 'STAR' method. The STAR method provides a framework 
that allows you to evidence how you meet the selection 
criteria through structured examples.

Using this method, you will be able to highlight relevant 
examples, outlining what the situation was, what you needed 
to do to address it, explain your approach, and say what the 
outcome was.



STAR Method

STAR stands for:

• Situation - the situation you 
had to deal with

• Task - the task you were given 
to do

• Action - the action you took

• Result - what happened as a 
result of your action and what 
you learned from the 
experience

When answering the Job-Related Questions, we 
recommend that you review each of the selection 
criteria in the job description and identify one or 
two examples that demonstrate how you meet 
those criteria.

You can then apply the STAR method to each of 
those examples to produce a clear narrative that 
will allow you to demonstrate to the selection panel 
in a clear and concise manner your suitability for 
the role.

We also encourage you to use this same approach 
to prepare for any interviews you are invited to 
(though try to prepare different example to those 
used in your application).



Equal Opportunities Monitoring

We are committed to being a diverse and inclusive employer. 
Please complete this section as fully as possible to help us 
with our vital work on equality and diversity.

The information provided in this section will be removed from 
your application and used for equality monitoring purposes 
only. It will not be seen by the selection panel and will not 
influence your application in any way.



Before submitting your application:

Please ensure: 

• You have checked all spelling and grammar. Do not rely 
solely on computer spellcheckers.

• Your application is submitted well in advance of the 
closing time advertised. This will allow time for you to resolve 
any technical issues that might be encountered or seek 
assistance from the Resourcing team should it be required.

• Please add: donotreply@email.ulster.ac.uk; 
and peoplexd@accessacloud.com to your safe senders list to 
ensure you do not miss any emails from us.

mailto:donotreply@email.ulster.ac.uk


What happens after you 
submit your 
application?



All applications will be passed to the 
shortlisting panel for consideration.

You will receive an email to let you know the 
decision of the panel in relation to your 
application. 

Please check your junk folder as automated 
emails from our e-recruitment system may 
be diverted. Please add the following email 
addresses to your safe senders list: 
donotreply@email.ulster.ac.uk and 
peoplexd@accessacloud.com

mailto:donotreply@email.ulster.ac.uk


Interviews

If you are invited to an interview, please 
confirm your attendance as soon as 
possible.

Your interview may take place in-person 
on one of our campuses, or online via 
Microsoft Teams. Should you require any 
assistance in the set-up or use of 
Microsoft Teams, please let your contact 
in the Resourcing team know. Reasonable 

Adjustments

Should you require any reasonable adjustments due to 
disability, during any stage of the selection process, 
please let your Resourcing contact know as soon as 
possible. Click here for more information

https://university-of-ulster.staging.krakatoa.eu-2.volcanic.cloud/information-for-applicants/reasonable-adjustments


• Check your travel arrangements, 
including directions and parking 
availability. Allow additional time to allow 
for traffic congestion or public transport 
delays.

• Check practical arrangements such as 
the date, time and location of your 
interview.

How to prepare 
for interview



Preparing for interview

• Strengthen your application by finding out about the department and University, e.g. By 
looking at the website.

• You may like to practice answering possible questions.

• The interview panel will ask a series of questions linked directly to the selection criteria listed 
in the personnel specification. 

• To prepare for this, look again at the Candidate Briefing Document and your application and 
think about the key points you want to make. For each criterion, think of one or two specific 
examples you can use to demonstrate the required skills, e.g. working in a team, dealing with 
a difficult situation, attention to detail.



Come prepared with questions you may like to ask the 
selection panel. This is not compulsory, but it is a good 
opportunity to show your interest in the role, the team and the 
University, e.g.

• What are the future plans for the team/department?

• Why is the role available?

• How have the careers of previous postholders been 
developed?

• What are the training opportunities?

Preparing for interview cont.



• Normally the interview panel will consist of three people, however, the panel may be 
larger for more senior roles. The panel will introduce themselves and explain the 
format of the interview to you.

• The panel may be looking at their laptops or typing during the interview. This is 
because they will be viewing the interview documentation and typing notes.

• Take your time to answer carefully. If your mind goes blank, ask the interviewer to 
repeat the question. Do not be afraid to ask for further explanation or clarification.

• Answer your questions as clearly as you can, stick to the question asked and avoid 
wandering off the point.

At the interview



How to prepare for an online interview

In advance of the interview, check to make sure that you have MS Teams installed on your device 
and your camera and microphone are working.

Find a location which is quiet and where you will not be disturbed.

Ensure that your device is connected to a power source or is fully charged.

Log in early to check you have a strong broadband connection and your technology is working. Set 
the volume levels.

Turn off alerts that pop up on screen. Remove other distractions such as nearby phones, or other 
tech.

In the event of a technical issue that prevents the interview from continuing, the panel may attempt to 
contact you on the mobile telephone number included on your application.



At the end of the 
interview, the panel will 
give you an opportunity to 
ask any questions that 
you may have. You will 
also be advised of the 
next steps in the process 
and when you are likely to 
hear the outcome of your 
interview.

For any further queries 
please contact 
Jobs@ulster.ac.uk

At the end of 
the interview
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