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SHORTLISTING MATRIX 
Guidelines:
· Use the selection criteria for the position in the matrix and give each applicant a score using the scoring method explained below.
· The template provides for a minimum of 3 essential criteria and two desirable criteria. Insert more rows if needed.
· If any essential criteria are scored 0, the applicant must not be shortlisted. Desirable (non-essential) criteria should not be scored.
· Each recruitment committee member should have a shortlisting matrix and all applicant CVs and complete their matrix individually. Then, those should be compared/discussed with the committee to determine an agreed score for each candidate.
· A new shortlisting matrix can be used for the final rankings agreed by the committee. The final matrix can be kept for your records.
· The candidates with the highest scores are those to be interviewed.

	Scoring

	0
	1
	2
	3

	No demonstration of skill/ experience 
	Some evidence of the skill/ experience
	Sufficient evidence of skill/ experience
	In depth evidence and detail of skill/ experience



	
	Essential criteria
	Desirable criteria
	Total Score

	
	Criteria 1
	Criteria 2
	Criteria 3
	Criteria A
	Criteria B
	

	Names
	E.g., Experience in both English medium and Maori medium curriculum contexts

	E.g., 5+ years’ experience in leadership/ management
	
	
	
	E.g.,9

	

	Score:
	Score:
	Score:
	Yes           No
	Yes          No
	

	

	Score:
	Score:
	Score:
	Yes           No
	Yes          No
	

	

	Score:
	Score:
	Score:
	Yes           No
	Yes          No
	

	

	Score:
	Score:
	Score:
	Yes           No
	Yes          No
	



Committee member name:					     Signature:					Date:			
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