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Supporting Statement Template Provided by jobs.ac.uk
Introduction 
Aim for an introductory paragraph of between 3 to 4 sentences that introduces you as a prospective candidate by addressing one or more of the following: 
· Introduce yourself and highlight your key strengths and/or experience relevant to the role
· What is your specific interest in the role and/or organisation? This should be informed by any additional research you have done 
· Indicate what you will cover in the rest of your statement, i.e., that you will address the requirements as stated by the employer 

	
Main body 

Structure the main body of your content using the person specification:  
· Use sub-headings that reflect the criteria outlined 
· This, typically, includes knowledge, skills and experience, qualifications and other criteria (this might differ from application to application) 
· Ensure you write in full sentences and paragraphs, avoiding bullet-points to structure your content  
· The length of each section will need to be guided by any word count indicated




Knowledge
[Your content here should outline where you have both developed and demonstrated the knowledge or expertise the employer has indicated in the person specification. 
Include brief examples drawn from your education, training and/or relevant experience. 
You might be able to address more than one criterion within a paragraph]. 

Skills and experience 
[This section is likely to form most of your main body. 
Aim for 3-4 paragraphs, depending on the number of criteria indicated. 
You might be able to address more than one criterion within the examples you provide]. 
	For each example, adopt the STAR technique to structure your writing: 

· S - situation - what is the context of the example you are offering? What was your role? What was the organisation you were working with?
· T - task - what was the specific task or project you were working on? Were you working on a specific brief? Was it an individual or group task?
· A - action - focus on you and the action you took in the given example. Make sure you address the skill you have identified as part of the person specification.
· R - result - what was the outcome of the action you took in this scenario? Link this back to the ability or competency they are looking for



Qualifications 
[Only include this section if there is not an opportunity elsewhere in the application process to note your relevant qualifications and/or professional training. 
One brief paragraph should be enough to outline your qualifications relevant to the position, if required]. 

Other criteria 
[Sometimes the employer might include “other” or “desirable” criteria, such as a willingness to travel, access to own transport for work purposes or commitment to ongoing professional development. 
One brief paragraph should be plenty to address these]. 

Conclusion 
[Include a summary paragraph of the most relevant points from your content above, reiterating the following: 
· Your key strengths in relation to the role 
· Your interest in the specific role, organisation and/or sector 
· How you offer a good “fit” for the opportunity]. 
	Final checklist 
	Completed 

	· Is your introductory paragraph a true reflection of you and your motivation and/or suitability to apply?

· Have you addressed all the "essential” criteria outlined in the person specification?

· Have you attempted to address the “desirable” criteria, where possible? 

· Have the examples you have provided – especially in relation to your skills and experience – competently used the STAR technique? 

· Have you incorporated a concluding paragraph that reiterates your key points and re-addresses your interest in the opportunity? 

· Have you checked your spelling, grammar and punctuation for potential errors?  

· Have you used AI for a final check of your content? 
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