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BEFORE YOU 
APPLY
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Why are you 
applying?

It’s important to show what it is that 
motivates you about both the job and the 
employer.

Ask yourself these questions:

Why is this a good opportunity for me, not just 
in general, but at this point in my career?

What do I hope to gain from the experience 
and what it will help me to do in the future?

What skills am I bringing and how will the 
employer benefit from having me in this role?
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PREPARING YOURSELF
● Have a look at the 

organisation’s website and gain 
a better understanding about 
what they do and why they do it 
(try their About Us section)

● Read and understand their 
values and think about how 
you relate to them
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PREPARING YOURSELF
● After this, you should spend the 

most of your preparation time 
looking carefully at the job 
description.

● Look at the responsibilities for 
the role and think about the 
skills you have that would be 
most useful to carry out this 
work.
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PREPARING YOURSELF

● Crucially you’ll need to carefully 
read about what the employer 
is looking for from a candidate 
and start to think about 
examples of times you’ve 
demonstrated the general skills 
that are needed.  



GUIDANCE FOR  
APPLICATION & 
INTERVIEW
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TAILOR YOUR 
CV

If an employer asks for a CV, make sure you tailor so it 
is most relevant to the job you are applying for.

Follow general advice for writing a good CV, but make 
sure you amend things like your personal summary, and 
change the level of detail in your experience where you 
need to.  For example if something about your academic 
study or a part time job demonstrates a skill that’s 
particularly important for this job you may need to write a 
bit more about it, and less about something that’s not so 
relevant.

When making changes to your CV, keep going back to 
the job description and consider what the employer is 
looking for. Do your best to ensure your CV speaks to all 
of the relevant things the employer is looking for.
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https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/how-to-write-a-cv
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Application forms
● Before you start filling out the 

application, find a spot that’s 
quiet and plan to spend some 
time working through it 
carefully.

● Employers want you to do well, 
and are looking to trip you up, 
so approach it honestly and 
with confidence!
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interviews
● If you’re attending an interview, 

whether online or in person 
make sure you “arrive” in good 
time.

● If you are interviewing remotely, 
test any of the video 
conferencing before to make 
sure your microphone and 
camera are set up correctly.



ANSWER THE 
QUESTION!

Make sure you always answer the question 
you are being asked. 

Be particularly careful if a question has 
multiple parts to it, that you answer them all.

You can normally only be marked against 
criteria if you actually answer the question 
being asked.  

If your answer is fantastic, but doesn’t answer 
the question, it might not score well!
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Structure your
answers

Use a technique like STARE, 
when describing your 
experiences. 

STARE stands for Situation, Task, 
Action, Result and Evaluation
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What does stare mean?
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Situation
What was the 

context for 
the task I 

was doing

dTaskay
What I was 
tasked with 

doing

Action
What action 
did I take in 
responding 
to the task

Result
What was the 
outcome of 

my action, on 
the task

Evaluation
What did I 
learn from 

this



AN EXAMPLE OF STARE IN USE
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Situation
Local residents 
had complained 
about litter near 

the school.

dTaskay
I needed to raise 

awareness 
amongst my 

peers to reduce 
waste and 

understand the 
impact on the 
community.

Action
I collected 
resident 

statements, 
understood their 
concerns. I wrote 

a persuasive 
article for school 

paper

Result
Litter levels fell 

in the local area, 
local residents 

agreed to 
support some 
school events.

Evaluation
I learned it’s 
important to 

build trust and 
understanding 

when people are 
unhappy and 

work with them 
to find solutions

Tell me about a time you solved a problem.



Draw on varied
experiences

Never undervalue the experiences 
you have gained.

Whether it’s at school, volunteering, 
university, caring for relatives, sports 
or hobbies - we all build experiences 
that grow and demonstrate our skills.

Try and use examples from a handful 
of different experiences as it helps 
employers learn about you.

But try and only use one example per 
question so you can really go into the 
right level of detail.
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Be
authentic

You don’t need to play a role, 
just be you  (but the most 
professional version of you!)

Be mindful of how you’re conveying 
your fit for the role and employer in 
the way you communicate and 
present yourself.

Remember it’s not about showing 
how good you are in general - it’s 
about showing how right you are for 
this specific opportunity. 
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Thanks
Charityworks

15 Holywell Row, London, EC2A 4XA

Company No. 7304744 
Charity No. 1136964

Good luck! 


