SHORTLISTING TEMPLATE
Shortlisting candidates will help you decide which candidates you should spend time interviewing and which candidates don’t meet the minimum requirements of the role.  Taking time to thoroughly review all CV’s will save you hours in the long run.   

How to use this template

1. Using your job description take the key position and person specifications you require for the role and copy these into the selection criteria boxes.   Most essential criteria are weighted by 5, desirable are weighted by 3 and additional criteria are weighted by 1.
2. Write the names of the applicants in the left hand column.

3. Carefully read each of the CVs and transfer each candidate’s skills and abilities into the boxes.

4. Calculate the total score for each candidate.

5. Interview the candidates who have the highest rating scores.  For example, take the top 4 – 6 candidates who meet your criteria.

We have outlined an example for your reference:

	Applicant Name
	SELECTION CRITERIA
	SCORE

	
	Essential

These are your must have skills and abilities.  A tick here is worth 5 points.
	Desirable

These are your desirable (or would like to have) skills or abilities.  A tick here is worth 3 points.
	Additional

These are the nice to have skills or abilities.  A tick here is worth 1 point.
	Total all your ticks by their weighting and write here.

	
	Qualification


	Licences
	5 yrs exp min
	People Management
	Self directed
	Planning and Organising
	MYOB Experience
	
	Teamwork experience
	Report Writing
	Problem Solving
	
	

	J Smith
	(
	(
	(
	
	(
	
	
	
	(
	
	(
	
	20

	B Brown
	(
	(
	(
	(
	
	(
	(
	
	(
	(
	
	
	28

	W Williams
	(
	(
	(
	
	(
	
	
	
	(
	
	(
	
	20

	S Strong
	
	
	
	
	(
	(
	(
	
	
	(
	
	
	10

	P Philips
	
	(
	(
	
	
	(
	(
	
	
	(
	(
	
	18

	R Richards
	(
	(
	(
	(
	(
	
	(
	
	(
	(
	(
	
	29


From this example – it is likely you would interview B Brown, R Richards and perhaps J Smith and W Williams.
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