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Factsheet: Shortlisting 
Shortlisting is the process of identifying the most suitable applicants to move forward to the next stage of the hiring pipeline such as interviews and tests. It is an efficient and structured method based on pre-determined job requirements.
Purpose
· Identify applicants who meet the suitability requirements.
· Apply consistent and fair assessment processes.
· Reduce large applicant pools to a manageable number for further assessment.
Process 
1. Check eligibility by confirming applicants meet mandatory requirements such as qualifications, licences and right to work.
2. Assess information provided in resumes, cover letters, responses to suitability requirements and other information requested. 
3. Compare applicants against the position’s suitability requirements.
4. Use agreed scoring descriptors or rating scales to standardise assessment, reduce subjectivity and improve consistency across hiring team members. 
5. Record decisions and rationale to support transparency and defensibility. 
Tools and techniques 
· Shortlist matrix or scoring guide 
· Predefined suitability requirements aligned to the position 
· Hiring team review (where appropriate) 
· Evidence based evaluation (examples of past performance and achievements) 
Reducing bias 
· Use scoring descriptors and agreed definitions to ensure consistency while focusing on evidence provided by applicants rather than personal impressions. 
· Minimise bias where possible by avoiding assumptions and incorporating diverse perspectives through the hiring team. 
Diversity and inclusion considerations 
· For vacancies advertised using an equal opportunity exception, agencies are able to prioritise identified diversity needs over comparative competitiveness (see Recruiting for and Developing Diverse Talent). 
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