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THE JOB APPLICATION CHECKLIST 
 
The key sections of a job advertisement are list below with some tips to help you analyse the information. Use this checklist to stay focussed on your job application and save time: 
  	

Key Questions What to look for Your notes 
1. Who is 
conducting the 
recruitment?  

Who is the hiring decision maker? This could also be 
the name of the recruiter or the organization.  
TIP1: create a spreadsheet or log of these names to 
help you research other companies in their industry. 
They may also be hiring? 
TIPS2: If it is a recruiter they should be fully briefed 
on the requirements for the role and they may have 
other opportunities for you. 

 

2. Description of the 
organisation 

Look at video links or websites and identify the key 
reasons why this is a great organisation to work for.  
TIP1: highlight the key messages in this section and 
note some reasons for this recruitment exercise and 
give you clues about the environment. For example, 
‘rapidly expanding’ may suggest that they may be 
several opportunities and that the organization is 
profitable.  
TIP2: research the organization and see if it lives up 
to the brand/culture that they describe in this section. 
 

	

3. Job number 
/reference 

Important to include the reference # in your cover 
letter to make sure your application goes to the right 
recruiter. This is very important for online and global 
applications that can get lost in the recruitment 
systems. 
 

 

4. Job title  The role name that will be used as your job title in the 
organization. Could be more than one.  
TIP1: review the different ways your job title could be 
described and widen your search by using different 
titles. Your online job search may be limited by not 
searching for more than one or two job titles for your 
profession. 
TIP2: the title does not tell you what the expectations 
of the role are at all. Check that the title matches the 
responsibilities of the role that you expect. 	

	

5. Work mode	 Is the role full time, part time, fixed term or on a 
contract basis?  
TIP: think about the scope of the role and suitability 
to the work type to your needs. 

	

6. Location of the 
role  

This section may include department/division of the 
organization as well as physical location for the role. 
TIP: consider what location you are prepared to 
work/live in as this can be a key criteria or non-
negotiable for the role. 

	

7. Key 
responsibilities  

Often listed in bullet points and this list will provide 
some idea of the Key Performance Indictors (KPI’s) 
for the role. 
TIP: use the information in conjunction with the 
‘essential criteria’ as they will give vital clues on the 
competencies required for the role. 
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Key Questions What to look for Your notes 
8. Essential Criteria  This is the most important section of the job 

advertisement and often described as ‘what we are 
looking for in a candidate’ or ‘what you bring to the 
role’ in the advertisement. Essentially it is the core 
competencies (skills, attributes, knowledge and 
experience) that will be matched by the ideal 
candidate. 
TIP1: check that you can meet 80% of this list. If you 
cannot meet the necessary requirements you may 
be applying for the wrong role and wasting your 
time. If you feel you have some relevant experience 
explore what you would do to improve your 
competency to meet the requirements of the role. 
TIP2: review this list and think of examples that 
would demonstrate your fit to this role. This list will 
contain skills that you would have talked about in 
your resume (see Achievement story writing). If you 
do not have many stories you may not be right for 
this role. Or, you need to review the achievement 
writing story section to learn how to write about 
yourself for a job application. 
 

	

9. Desirable or Non- 
Essential Criteria 

These are competencies that would be valued but not 
absolutely necessary for this role. 
TIP: Only include these criteria after you have 
satisfied at least 80% of the ‘Essential Criteria’ 
section. 

	

10. Salary and 
benefits 

Whilst the candidate would like to see a clear 
indication of a salary level, most organizations (unless 
government where they are required to advertise this 
information) will not divulge salary information. 
However, many organizations will include some 
information on benefits/salary package and career 
development opportunities.  
TIP1: research information on salaries by networking 
or using information from jobsites such as 
glassdoor.com. Remember that this published 
information can be subjective as salaries are 
sensitive information and HR departments regularly 
research this information from reliable sources such 
as specialist HR Consultants. 
TIP2:  research and review salary package benefits 
as they can be substantial for roles with bonus and 
equity elements and also form part of the negotiation 
at a later stage of the recruitment process. 
TIP3: If a recruiter is managing the hiring exercise 
they may be able to give you an indication of the 
salary range for this role.  
TIP4: Salary information can help you and the hirer 
quickly decide if you should apply for the role as it is 
an indicator of the level of responsibility and pay 
structure in the organisation. 

	

	


