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What we will cover

Prep Before

• Employer / College
• Job Role / Programme
• Yourself
• Practice

Tips for completing

• Answering questions
• Additional Information
• Before you hit “send”



Tailor Your Application
”By failing to prepare, 

you prepare to fail”
“By Failing 
To Prepare, 
You Prepare 

To Fail”



How 
Employers / 
Colleges 
Prepare

• Talk to people in the organisation
• Establish what skills, personal qualities, 

technical abilities, etc. are required

• Establish criteria

• Devise application form and questions 
to check criteria will be met

• Compare candidates ability to meet 
criteria against evidence they provide



Personality

ABILITY: Can you do the 
job / programme?

MOTIVATION: Do you want 
this job / programme?  Do 

you sound keen and 
interested in it?

BEST FIT: Will you fit in with the 
team and have the right personality 

fit for the role / programme?

WHAT THE RECRUITER WANTS:



Do your 
research!!

Know what’s happening in the sector / industry



Yourself 
• How do your skills, personality and experience match their requirements?  
• How can you highlight your relevance to the role / programme?
• Refer to examples that prove you meet their requirements
• Think of CARR technique when describing your examples
• Practice writing your answers out before you input them



Types of 
Questions

Factual – List your qualifications

Motivational – Why do you want to work for 
us / study with us?  What attracts you to this 
role / programme?

Competency & Strength – Describe a time 
when you dealt with conflict within a team.  
What is your greatest achievement?



From the Top
• Print form and read the application form 

from start to finish before starting

• Plan which examples to use for which 
answers

• Follow all the instructions and answer all 
questions

• Take your time: it could take several hours

• Write N/A if not applicable

• Make your answers relevant, specific, 
interesting and personal. 



Answering Questions
• Think about what's behind each question: 

what are they looking for?

• Read questions carefully and answer all 
questions including any sub-questions.

• Keep your answers clear and to the point –
answer question being asked.

• Use examples that demonstrate your ability 
to carry out the role / complete programme.  
Use CARR technique to keep you on track

• Stick to the word count





Additional Information…

• Invitation to show how you meet  
requirements.  

• Refer to all aspects of your life.

• Include new information

• Be specific – include metrics



Before you Finish

• Check for spelling, grammar and punctuation.
• Save a copy 
• Are your personal details, grades, employment dates correct?
• Have you filled in all the fields?
• Have you provided any documents or identification (scans, attachments 

etc) they ask for ?



Summary -
top tips



Useful 
Resources

www.tudublin.ie/careers

www.gradireland.com

http://www.tudublin.ie/careers
http://www.gradireland.com/
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