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Please note: Applicants must be eligible to work in Australia, successfully undertake a pre-employment 
medical (including drug testing) and be subject to a criminal history check.  

What are Selection Criteria and how can I best address them? 

Port of Townsville Limited (POTL) requires applicants to address position selection criteria. The selection 
criteria describe the qualities, skills, training, abilities, knowledge and qualifications (if any) a person 
requires to perform the role effectively. Applications submitted without addressing relevant selection 
criteria will not progress through the recruitment and selection process.    

It is essential to respond to each selection criteria, writing a couple of paragraphs explaining how you have 
demonstrated the particular skill or quality. Provide relevant examples from your work, study, community 
roles or life experiences. Be honest, clear and to the point and check your responses for correct grammar, 
spelling and punctuation. It may help to have someone else proof read your application to ensure you have 
addressed the specifications and that your text does not contain errors. It can also be beneficial to compare 
your resume with the selection criteria and, if needed, adjust your resume to suit the advertised position.  

Some Selection Criteria can be very straight forward, for example, the requirement to have a specified 
license, certification or qualification. This type of Selection Criteria can be addressed simply by stating words 
to the effect: I have a current license in …. Or I have a Certificate/Diploma/Degree in …… (POTL will require 
verification of any such documents). Other Selection Criteria require more detail and the following will 
hopefully assist you in responding.  

POTL utilises behavioral interviewing and the STAR technique at recruitment interviews. Using the STAR 
technique may also assist you in addressing selection criteria; it is a technique that presents information 
against selection criteria, so for each criteria think about the following and use these points to form 
sentences: 

▪ Situation - Set the context by describing the circumstance where you used the skills or qualities and 

gained the experience.  What was your role? 

▪ Task - Describe the task, project or outcome you were required to achieve 

▪ Actions - What did you do and how did you do it? 

▪ Results - What did you achieve? What was the end result/outcome and how does it relate to the 

position you are applying for? 

Even if you can't show that you have all the required skills, with a carefully worded application you might 
still be called for an interview because you can show how quickly you learn new things and how you can 
transfer your skills to new roles.   

If you are selected for a face-to-face interview, be ready to elaborate on your examples and prepare other 
examples that you can talk about. If you are not honest with your examples you will be removed from the 
recruitment process. If fraudulent documents (e.g.: qualifications/licenses/visa’s) are contained in 
applications relevant authorities may be advised.   

Selection Criteria Layout: 

Give the document a heading such as “Statement Addressing Selection Criteria” and include the following 
details: 

▪ Your name and name of the position 

▪ Address each of the selection criteria separately; you can refer to them in order as SC1, SC2 etc 
listing them in the same order as they appear in the position description 
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▪ Under each heading write one or two paragraphs explaining how you meet that particular criterion 
and take care not to use acronyms or terminology that the reader might not understand.  

Your statement addressing the selection criteria needs to honestly demonstrate how your previous 
experience, skills, education and training have equipped you to meet the requirements of the position for 
which you're applying.  The layout should be neat, simple, easy to read and in a consistent font. 

Examples: 

Selection Criteria:  Must have Certificate III or higher qualification in XYZ. 

Example Response:  I possess a Certificate III in XYZ. 

Or, for example, if you have additional relevant qualifications/certificates/licenses/tickets 

Example Response:  I possess a Certificate III in XYZ along with a Certificate IV. I also have a current XYZ   
operators ticket.  

Selection Criteria:  Must have Certificate III or higher qualification in XYZ combined with 3 to 5 
years’ relevant experience in XYZ. 

Example Response:  I possess a Certificate III in XYZ. As you will see from my resume I have more than 
seven years demonstrated experience in the field of XYZ. This includes four years as 
XYZ operator with the Firm of Smith and Sons and another four years as XYZ 
supervisor with the Brown City Council. In these roles I have used and currently use 
a range of tools and equipment including the XYZ machine and XYZ lathe. In my 
current role with the Brown City Council I am also responsible for quality control of 
XYZ work, as example of my skill in this area the amount of XYZ rework has reduced 
significantly since I undertook XYZ quality control.  

Selection Criteria:  Must possess well developed written communication skills. 

Example Response: I possess strong written communication skills which I have developed over the 
course of my career. For example, as the Research Support Officer at the 
Department of XYZ, I needed to ensure that managers were kept informed of 
policies and procedures. To do this, I initiated a monthly newsletter which was 
emailed to each manager. I took responsibility for writing the main articles in each 
publication, this involved obtaining ideas and input from other stakeholders to 
ensure that the articles reflected the needs of managers, both in terms of content 
and language. This initiative resulted in improved lines of communication between 
managers and the Research Support Unit and ensured managers were aware of 
policies and procedures and any changes that may have occurred. This awareness 
enabled consistency of policy and procedure application across the Department. 

Do’s and Don’ts: 

Do 

▪ Address all selection criteria. Some responses can be a simple confirmation of qualifications others 

require more detail 

▪ Give clear examples of work and/or life experience that support (prove) your claims 

▪ Focus on outcomes that you have achieved and match these to selection criteria 

▪ Mention how you would gain a skill or experience if you do not currently have all the skills or 

experience required 

▪ Use relevant examples 
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▪ Be clear and to the point 

▪ Be honest and factual 

Using action words (verbs) to describe your experiences presents well. Examples of action verbs: 

Planned Achieved Developed 

Evaluated Supervised Co-ordinated 

Managed Administered Negotiated 

Researched Budgeted Evaluated 

Assessed Promoted Advised 

Selected Trained Explained 

Presented Conducted Organised 

Solved Represented Persuaded 

Completed Arranged Involved 

 

Don’t 

▪ write overly lengthy responses (usually a couple of paragraphs will suffice) 

▪ rely just on your resume 

▪ Be dishonest 

Resumes  

Your resume is the document used to present your background, skills, qualifications, certifications, 
competencies etc. 

The layout of your resume should be neat, simple, easy to read and in a consistent font. Remember to spell 
check, be truthful, don’t refer to past employment in the present tense, avoid using acronyms without 
having explained the meaning e.g.: Port of Townsville Limited (POTL), don’t use your current workplace 
contact details and ensure your personal contact is professionally appropriate e.g.: a poor example is 
beerchugchamp21@gmail.com  The length of your resume will vary depending on how long you have been 
in the workforce, use headings and dot points.  

When assessing applications, POTL will be looking for: 

▪ Appropriate and current contact details 

▪ Honesty 

▪ Career strengths 

▪ Employment history 

▪ Education/training levels/relevant licenses or qualifications held 

▪ At least two referees that are recent (POTL will ask for permission prior to ever contacting a 
referee)   

 

mailto:beerchugchamp21@gmail.com
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You do not need to include personal details such as: 

▪ Photo 

▪ Age 

▪ Marital status 

▪ Religion 

▪ Political affiliations 

▪ Sexual orientation 

▪ Family details 

▪ Hobbies and interests  

POTL hopes you found this guide helpful and wishes you the very best with your application.  Thanks in 
advance for taking the time to apply and showing interest in joining our Port team.  

 

 

 


