
 
 
 
 
 
 

 

 
Digital Application Checklist                       

  
Before You Start  
 

 Read all the instructions and information provided carefully.  

 Make sure you understand all the questions.  

 Analyse the advert and job specification so you can give relevant answers to questions. If you want more 
information on a specific job role you can find information on skills required and day to day tasks here: 
Explore careers | National Careers Service 
 
Drafting Your Application 
  

 Make sure you have all the information to hand - use your CV to help answer the questions.  

 Read the instructions for each section before you start to complete it.  

 Answer all the questions - if it isn’t relevant write “n/a” or “not applicable”.  

 Record information in the right section e.g., don’t mix up your surname and first name.  

 Tailor your answers to the job advert or person specification, making sure all the information you give is 
relevant.  

 Emphasise your positive qualities.  

 Think of experience gained outside of work which could be relevant to the job.  

 Don’t lie or exaggerate – you are likely to be found out at interview.  

 Make sure reasons for leaving periods of employment are constructive and do not project a negative 
image.  

 Avoid using abbreviations.  

 Check spelling, grammar, and punctuation carefully.  

 Think carefully about your referees and get their permission first.  
 
Review Before You Submit  
 

 Get someone to check your draft before you press the submit button.  

 Take it slow – review your draft carefully, making sure your spelling is correct.  
 
Submitting Your Application 
  

 Before pressing submit, check the instructions to ensure you haven’t overlooked anything.  

 Make sure you have uploaded any additional information requested e.g., your CV.  

 Ensure you have completed any declaration tick boxes or confirmations.  

 If there is an option to save or print a copy of your application it is a good idea to keep a copy.  

 Submit your application well before the deadline and make sure you receive a confirmation email that it 
has been accepted.  
 
Housekeeping 
 

https://nationalcareers.service.gov.uk/explore-careers


 
 
 
 
 
 

 

 Check your social media accounts show you in a positive light, check you look professional, google 

yourself do you demonstrate good Conduct & behaviour, if not remove it - Facebook, Instagram, Ticktock, 

Twitter, LinkedIn. 


