

Visitor Experience Assistant – Supporting Evidence Form
Candidate Name: ………………………………………………..
This form lists the Selection criteria for the post: some are Essential – experience and skills which the successful candidate will be expected to have, and some are Desirable – experience and skills which are not essential but which would be beneficial in the post.
You must explain how you meet each of the criteria using examples of your skills and experience gained in employment, education, or during career breaks (such as time out to care for dependents). Your application will be judged solely on the basis of how you demonstrate that that you meet the selection criteria outlined below.
Please see below an example of some supporting evidence. Please note that this criterion is just an example and may not form part of the selection criteria for this particular post. You might find it helpful to use the STAR method to structure your supporting evidence:
· Situation – introduce the situation to set the scene and provide context.
· Task – describe the task. What needed to be done and why? 
· Action – explain the action you took.
· Result – what did you accomplish? What was the outcome?

	Example Criterion
	Example of supporting evidence

	Experience in a customer service role and an awareness of the importance of good customer care and quality of service.
	As a Customer Assistant at ….., I consistently provided very good customer service to users of a multi-channel marketing platform. I was responsible for responding to customer enquires promptly in a friendly and helpful manner over the phone, via email, and on web chat.

One difficult situation I handled was explaining to a customer why there was a lack of products available for purchase. I apologised for the situation and informed the customer that there had been a delay with the delivery and presented the estimated time of restock or other alternative options they could consider. This demonstrated my commitment to excellent customer service and problem-solving. In high pressure situations, I believe communicating clearly and diplomatically with both customers and colleagues is important to ensure queries were resolved quickly and calmly. Maintaining a customer orientated approach, I regularly received positive feedback from customers.


Please enter in the relevant boxes below evidence demonstrating how you meet the selection criteria, aiming for no more than 300 words per criterion.[footnoteRef:1] [1:  For guidance on how to determine character count in MS Word, see Microsoft’s online support. For example, guidance for Microsoft 365 is located here: https://support.microsoft.com/en-us/office/show-word-count-3c9e6a11-a04d-43b4-977c-563a0e0d5da3 ] 



	
ID
	Essential Criteria
	Supporting evidence
	Panel use only
FM/PM/ NM/NE

	E1
	Experience and passion for delivering excellent customer service, enjoy helping and interacting with people of all ages and backgrounds, striving for a positive experience for all visitors.
	











	

	E2
	A confident team player who thrives in a busy and fast paced environment who can demonstrate strong interpersonal skills, with a proactive approach to problem solving.
	












	

	E3
	Attention to detail to ensure that standards are adhered to (these could include operational, personal and departmental standards).
	














	

	E4
	
A passion for museums and cultural venues.

	














	

	E5
	
Ability to demonstrate awareness of the importance of health, safety and security of items and people in the museum at all times.

	



	



Please turn over

	
	Desirable Criteria
	
	

	D1
	
Experience in a customer facing or retail role in a heritage environment.

	








	

	D2
	
Experience of increasing sales (e.g. on-site donations / promoting gift aid).

	








	

	D3
	Experience of working with diverse people, including children and families.
	








	

	D4
	
A working knowledge of another language.

	








	



	
For Panel use only:

Scoring guide to indicate to what degree each applicant meets the selection criteria:
	FM   (Fully Met)
	PM   (Partially Met)
	NM   (Not Met)
	NE   (No Evidence)



Shortlisting decision 
	
Shortlist / Hold / Reject

	







2

