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C e n t r a l   H R   S e r v i c e s

Advice on completing Vital Evidence Questions

· Read the question carefully and understand what is being asked – for example if it asks for an a example of a written document, provide an example where you have written a document – not typed it or used a computer
· There are usually multiple parts to one question, make sure you answer all parts of the question 
· Provide a specific example rather than just theory or what you might do.
· Describe the action YOU took and focus on YOU, Describe what YOU did not the team effort
· Consider the incident/event from all angles and perspectives
· Use the downloaded VEQ document, do not use a separate piece of paper or your application will not be marked
· Use BLACK ink
· Ensure you have the right questions for the role if you are downloading multiple vacancies, they can easily become mixed up
· Do not write outside of the space provided as this will not be marked
· Check what you have written or ask someone to check it, to ensure you have answered the question correctly and covered all aspects
File classification: RESTRICTED - STAFF


