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Guidance: Completing your Application Form 
 
We want you to succeed with your application to work for the Combined Authority. This guidance has 
therefore been put together to provide you with some tips on how to use the role profile to show the recruiting 
manager why you are the best candidate for the vacant position. We have also included information on what 
you can expect from our selection process. 
 
Regardless of the role you’re applying for, preparation is key. Use our website to find out as much as you 
can about what we do. All applications are made via the online recruitment portal, unless stated otherwise.  
 

Your CV 
 
Understand how your CV relates to the role you are applying for and think of examples you can include to 
demonstrate your skills and experiences. You may also wish to contact the recruiting manager to gain further 
insight into the role prior to applying. 
 
Your CV should include your education and qualifications, work history, experience and relevant skills. 
When you upload your CV, please make sure it is anonymised – that requires you to remove all personal 

data including your name, address and date of birth. Your personal information will be completed separately 
in the application process and will only be made known to the hiring manager if you are selected for 
interview.  
 
Please also save the CV with a file name that cannot identify you, i.e. do not save as your name or date of 
birth. An example of the file name may be ‘Anon_CV_WYCA’. 
 

The Role Profile 
 
The role profile details the key aspects of the job and provides the attributes that the post holder requires to 
successfully perform.  The role profile that we use at the Combined Authority does not refer to essential and 
desirable criteria. Whilst all the skills detailed on the role profile are an essential part of the role, we recognise 
that not all applicants will have these skills initially. We therefore request applicants put as much detail as 
possible into their application form about the skills they currently possess, as well as any transferrable skills 
that may support their application.  
 
During the shortlisting process, the recruiting manager will assess the applications based on: 

 previous experience;  
 how the applicant’s current experience aligns with the criteria of the role profile;  
 any qualifications (or equivalent) that are required 

 
Whilst a role profile may mention a specific qualification level, it may also state that an equivalent level of 

knowledge or experience would instead be sufficient. In this situation the postholder would not necessarily 
require the qualification, but would instead require an equivalent qualification or demonstrable experience 
of working at the required level, as we understand some employees will have built up the required skills and 
knowledge through working rather than via a qualification. PLEASE NOTE: This does not apply to specialist 

roles that require a qualification to carry out the duties, such as a Lawyer or an Accountant for example. 
 
Please be clear in your application how you meet the requirements of the role, whether this is via 
qualification or experience.  
 

Matching your application form to the role profile 
 
The role profile is made up of different sections and these are outlined below: 
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Organisational Context - provides information on the vision of the organisation as well as the local structure 
of the vacant post. 
 
Job Overview - summarises the tasks of the job.  
 
Critical Success Factors - details the tasks, outputs or end results that the postholder is responsible for 

delivering. 
 
The Critical Success Factors section is broken down into: 
- People Contacts (for non-line manager roles) / People Management (for line manager roles) 
- Technical Duties 
- Financial (for certain levels of role only) 
- Impact & Influence 

 
Read all the Critical Success Factors sections and consider where your skills, knowledge and experience 
lie within these areas. Think of examples that you can draw on to add to your application form that relate to 
the detail in this section.   
 
Tasks that are identified with © are core elements. Core elements are parts of the role that are relevant to 

that particular level and type of role.  Tasks that are identified by a black bullet point are the elements of the 
role that are defined as specific to the role you are applying for. For example, a Finance Manager and a HR 
Manager may have the same core elements due to them being the same seniority level and type of role. 
The specifics in these roles however are different and these are identified by the bullet points. There may 
be core elements and specific elements that you have experience within, and some elements that you don’t. 
Focus on the skills you do have that would enable you to deliver the Critical Success Factors and 

cover these in your application.  
 
The Person 
May also be known as Person Specification and identifies the knowledge, skills and experience required to 
carry out the role. 
 
This section is broken down into the following sections that match the fields for completion on the application 
form: 
- Knowledge 
- People 
- Technical 
- Financial (for certain levels of role only) 
- Impact & Influence 
- Other (not all role profiles have this section, and this field is not on the application form – bear this 

section in mind and refer to it in your application. This usually refers to things that are not part of the job 
tasks, but are needed in order to be successful in the role, e.g. ability to travel; ability to work non-
standard hours) 

 

Completing your application form 
 
Now that you have read the role profile you should be able to start to complete your application form. Using 
the information in the sections within ‘The Person’ to guide you and referring to the examples that you have 
thought of whilst reading the Critical Success Factors, you need to provide these examples to evidence that 
you meet the listed ‘Person’ criteria.  Ensure that you match up your example with the relevant field on the 
application form.   
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Using your examples to cover more than one point 

 
 
In the image above, the Knowledge section is separated into three core elements and three role elements. 
Rather than provide six separate examples to cover this, you could use one example that relates to more 
than one of the elements, e.g. if you have used MS Office packages to organise meetings and provide a 
proactive reception service whilst working in an office environment, this is one example that covers five of 
the six elements. You would then just need to refer to the qualification element. 
 
General advice 
 
Avoid generalised statements without adding an example of how you have achieved something. The 
example does not need to be lengthy, but the recruiting manager needs to understand that you have the 
skills and experience to fulfil the role.  Get as much of your skills and experience into your application as 
you can within the 1500-character count per field. Try to avoid repeating any skills and experience you 
have. 
 
We hope this guidance has provided you with support in completing your application form. Good luck with 
your application to work at the West Yorkshire Combined Authority and all the best with your future career. 

An example of this is:  

In the People section under ‘The Person’, there may be the requirement to have: 

© Experience of effectively contributing to team objectives.  

You can add to your application form, within the People field, an example of how you have worked 

with your team to contribute to team objectives in the past. 

In the Knowledge section under ‘The Person’, there may be the requirement to have: 

© Educated to degree level or equivalent relevant education or experience.  

You can add to your application form, within the Knowledge field, what qualification you have and / or 

what equivalent relevant education / experience you have.   

In the Technical section under ‘The Person’, there may be the requirement to have: 

• Excellent report writing and analytical presentation skills 

You can add to your application form, within the Technical field, an example of how you have written 

reports and presented these in an analytical way in the past.     


