1. Stage 1: Application Feedback Template
Instructions for staff:
Copy and paste this text into the candidate email. Select the relevant numeric score (0–3) that reflects their shortlisting outcome and delete the rest.

Subject: Update on your application for [Job Title]
Dear [Student Name],
Thank you for applying for the [Job Title] role with [Department Name]. We received a high volume of applications, and after careful consideration, we regret to inform you that you have not been shortlisted for interview this time.
To help you with future applications, we assess candidates against standard scoring criteria. Here is the feedback on your application stage submission:
Your Application Score:
· [ ] 0 – Does Not Meet Requirements: The application did not provide sufficient evidence to demonstrate how your skills or experience meet the essential criteria outlined in the job description.
· [ ] 1 – Partially Meets Requirements: The application provided some evidence toward the essential criteria, but lacked the detail or depth required when compared against the wider applicant pool.
· [ ] 2 – Meets Requirements: Your application demonstrated clear evidence meeting the criteria, but due to an exceptionally strong pool of candidates, we were unable to offer an interview.
· [ ] 3 – Exceeds Requirements: Your application was strong, but competition for interview spots was exceptionally high.
Key Tip for Next Time: When applying for future roles on campus, ensure you explicitly map your personal skills and experience directly to each bullet point in the job description's essential criteria using concrete examples.
Ensure your application is authentic and original, reflecting your genuine voice. Avoid relying on overly generic language or unedited AI-generated text; tailored, personal examples leave a much stronger impression and demonstrate alignment with a role. 
If you require additional support writing future applications please look at the resources here, book to attend an Effective Application Forms session or a1-1 Advice appointment.
We greatly appreciate the time and energy you put into this process and encourage you to apply for future opportunities within the university. We wish you the best of luck with your studies and future job applications.
Best wishes 
[Hiring Manager / Team Name]


2. Stage 2: Post-Interview Feedback Template
Instructions for staff: 
Copy and paste this text into the email. Keep the main body and select 1–2 specific feedback areas from the bullet list below (deleting the rest).

Subject: Interview Outcome: [Job Title]
Dear [Student Name],
Thank you for taking the time to interview for the [Job Title] role. It was a pleasure speaking with you and learning more about your background and experiences.
Following our interviews, we have now made our final decision. Unfortunately, we are unable to offer you the position on this occasion, as another candidate's interview more closely aligned with the current needs of the role.
We know how valuable interview experience is, so we wanted to share key areas for your growth moving forward:
Feedback Summary:
· Commercial & Organisational Awareness: Work on demonstrating a deeper understanding of the department's goals and how this specific role supports the wider university community.
· Values & Motivation: Be sure to clearly articulate why you want this specific role and how your personal values align with the ethos of the project/department.
· Use of Examples (STAR Technique): Ensure future answers provide specific, concrete examples of past actions rather than theoretical statements.
We greatly appreciate the time and energy you put into this process and encourage you to apply for future opportunities within the university. We wish you the best of luck with your studies and future job applicant.
For further support with future applications and interviews, explore Career Zone resources, or book a tailored 121 appointment with an Employability and Careers Consultant or Skills and Placements Advisor. 
Best regards,
[Hiring Manager / Team Name]

