
Requirements worksheet

Role Completed by Date

1. List every requirement you can think of, then test each one

Q1 Is it a qualification (not a duty)?   Q2 Is it the real thing (not a stand-in like a degree or a year count)?   Q3 Would

you reject a great applicant without it?   Q4 Is it hard to learn in the first few months?   Four yeses: must-have.

Otherwise it's a nice-to-have, an interview question, or it goes.

DRAFT REQUIREMENT Q1 Q2 Q3 Q4 VERDICT

2. The final list: three to five must-haves, each written as evidence

REQUIREMENT TYPE EVIDENCE YOU'D EXPECT TO SEE OR HEAR

Must-have

Must-have

Must-have

Nice-to-have

Nice-to-have

3. Knockouts: yes-or-no facts only

A licence the law requires, the right to work, a shift that can't move. Ask each as a direct question on the application

form.

Nice-to-haves rank applicants who meet the must-haves; they never reject anyone. Duties go in the job description; skills you can't judge

from an application go to the interview or a work sample.
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