[INSERT SERVICE] Agreed Shortlisting Assessment Ratings
Rating Scale Guidance (candidates must score 3 or above against each essential competency)
	1 – NOT SHORTLISTABLE
	2 – NOT SHORTLISTABLE
	3 - SHORTLISTABLE
	4 - SHORTLISTABLE
	5 - SHORTLISTABLE

	Poor performance;

Evidence given is does not meet the expectations of the role - few or none of the criteria have been met
	Need to improve performance;

Evidence given does not fully meet the expectations of the role, where some of the criteria are met and others are not
	Good performance;

Evidence given meets the expectations of the role, where the criteria is fully met
	High performance;

Evidence given consistently meets and often exceeds the required criteria - fully meeting the requirements of the role and in some cases going beyond
	Exceptional performance;

Evidence given consistently exceeds the required criteria - demonstrating exceptional performance far beyond the normal requirements of the role


	Candidate
	Expression of Interest/Application Ratings (rate each of the criteria below using the full range of the 1 to 5 rating scale)
	TOTAL SCORE & Comments

	
	1
	2
	3
	4
	5
	6
	

	
	Excellent organisational skills
	Strong interpersonal and communication skills and experience of communicating with adults who have low levels of English
	Strong written communication skills
	Excellent IT and web skills, including the ability to use MS Office Word, Excel and Outlook. Experience with databases desirable.
	Skilled in producing high quality marketing and publicity material including posters leaflets and flyers
	An understanding of ESOL and adult learning programmes an advantage
	

	John Smith
	3
	4
	2
	2
	1
	2
	14

	Jane Doe
	5
	4
	3
	4
	4
	4
	24

	Joe Bloggs
	5
	4
	3
	4
	3
	2
	21

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


