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CRITERIA RESPONSE

ABOUT THE CRITERIA RESPONSE
We are excited to share this criteria response guide with you.
Most public sector applications require a criteria response,
and increasingly we are seeing the tertiary education and
private sector adopt this as an applicant assessment
strategy. A criteria response requires in-depth thought,
analysis and evidence to support your claims and can also be
referred to as a statement of claims.
The job advertisement and accompanying role description
will have a wealth of information applicants can use to assist
with content for their criteria response. But be sure to read
each carefully as they can differ across institutions and
levels of government. Familiarity with the role description
and job advertisement to identify key themes will help you
write content.
Writing a persuasive, structured and descriptive document is
a skill critical to most professional positions. Whilst it is
rarely necessary for applicants to structure their criteria
response using the STAR method, this technique is valuable
when planning how to approach writing your criteria
response.
Happy job hunting!
The Minchin Consulting Team
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WHAT TO DISCUSS
There will be information on what
the panel needs addressing within
either the job description or
advertisement. A strong criteria
response will include discernible
links between your experience and
role responsibilities.
Read each criterion carefully to
identify keywords or phrases and
make sure you address each. For
example, criteria could be:
'Provide direct, high-level support
and advice to management to
identify, develop and implement
improvements to systems,
processes and procedures.

The key themes are:
Providing support and advice
Identify, develop and implement
Improving systems, processes
and procedures
Your response should cover each of
these, ideally with examples.
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PROVIDE EVIDENCE
A strong criteria response will
provide evidence, such as examples
or data, to support your claims.
Writing "I have experience
communicating effectively with
various stakeholders" is not proof
and relies on the panel believing
you.
If discussing your ability to
communicate effectively, a good
response will discuss the types of
communication, such as negotiation,
conflict resolution, educating,
motivating or coordinating. It will
also discuss the method of
communication - verbal, non-verbal,
written or visual. Finally, a good
response will discuss how you
communicate differently with
various stakeholders and what
outcomes you achieved.
Examples and detail give the panel
confidence that you do have the
skills or experience you claim.
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WRITING SKILLS
A criteria response exemplifies your
ability to write a persuasive
structured argument and requires
high-level writing skills, analysis,
explanation and critical thinking.
These skills are valuable in any
professional role and are why a
criteria response has become
popular. This is an opportunity for
you to demonstrate these skills to
the panel.
An applicant who submits a
thorough criteria response that
demonstrates suitability to the
criteria they discuss and
demonstrate the abovementioned
skills.
Unfortunately, a poorly written
criteria response lacking detail and
formatting, grammar, and spelling
errors can have the opposite effect.
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LENGTH OF RESPONSE
A criteria response will likely have a
restriction on the number of pages,
so use this as a guide on its
structure.
There should not be a difficulty with
sufficient content, providing you are
descriptive and analytical. It may be
difficult to choose what to omit to
ensure your response fits within
guidelines, so use the role
description as a guide.
Make sure to avoid long wordy
sentences and keep your content
sharp and relevant to keep the
panel's interest.
If you are struggling to write
content, refer to the role description
and job advertisement to identify
the role's essential tasks, skills, and
responsibilities and address these
within your criteria response.
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SUMMARY CHECKLIST
1. Be aware of the specific criteria
or key capabilities you are required
to address.
2. To demonstrate your capabilities
by providing evidence, detail and
proof to support the claims you
make.
3. Demonstrate your writing skills
through appropriate language,
grammar, structure and
description.
4. Consider the allocated length
and tailor your criteria response
accordingly.
5. Presentation is important, be
aware of the audience you are
writing to and how you will stand
out.

