The Scottish Legal Aid Board

Competency Guidance for Applicants

We use a mainly competency approach to recruitment i.e. at all stages of the recruitment process you will be assessed against the competencies we consider necessary to do the job. This approach starts from the applications stage so it is important that you complete your application as fully, but concisely, as possible to demonstrate how you meet the requirements of the post. It is therefore important that you study the selection criteria carefully before you complete the application.

We will invite for interview those candidates who from their application seem best suited to the appointment. You will be given further details about the selection process with your letter of invitation.

The information in this guidance document will provide you with further information about what competencies are and guidance on competency based interviews.  This information should assist you when completing Step 5 of the Application Form and to prepare if you are selected and invited to attend an interview.  

Please note that the Job Description / Person Specification will state which of the competencies are relevant to the post you are applying for.

_______________________________________________________________________

What is a competency?

‘Behaviour which is driven by underlying characteristics such as skills, traits, motives, bodies of knowledge, and awareness of self-image and social roles’

‘The things that people do that make them successful in their job and which differentiate the good performer from less effective colleagues’.

________________________________________________________________________

Competency Based Interview Guidance

The competency based interview format encourages you to talk very specifically about what you have done and not how you would act in hypothetical situations, what you know about something or for very general information about yourself.  

The questions are designed to tell us more about specific job related abilities and you will be asked to give specific examples of your past experience. We need to know in each case the situation or task you were involved in, the action you took and what the end result was.

Do not worry if it takes time to think up a relevant example, this is to be expected. It is more important that the example is relevant and that it addresses the question. Please try to give examples of your recent work experiences.  Make sure your answer shows what you did and try not to use statements that don’t show your contribution e.g. “We did this”. 

In preparation, you may wish to think of a situation and ask yourself the following questions:
· What did you do?

· What was your contribution?

· How did you tackle the problem?

· What was the outcome?

· Did you achieve your objective?

· How did you know you achieved your objective?

· What have you learned from the experience?

The interviewers will make notes to make sure they record all the relevant information.  You will be given the opportunity to ask any questions you have. 

In addition to the competency based questions, most roles will require some general, non-competency questions and also some specific technical questions to be asked at interview.
On occasion, we may invite candidates for a brief first stage interview with limited competency questions. Thereafter, some candidates may be shortlisted for a second stage interview involving more competency based questions.
________________________________________________________________________
