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Guidance for Creating a Statement of Suitability 
As part of the application process, clients may ask you to provide a Statement of Suitability or 
respond to a specific open question. This is your opportunity to go beyond the CV - to bring your 
skills, experience, and impact to life in a way that speaks directly to the role you're applying for. 

A well-crafted statement not only strengthens your application but also acts as a valuable tool to 
help you reflect on your achievements, articulate your leadership impact, and prepare for 
interviews. 

Why a Statement of Suitability Matters 
Think of it as your personal narrative - a chance to: 

• Showcase how your experience aligns with the role. 
• Demonstrate how you've made a difference in previous positions. 
• Bring to life the how behind your achievements, not just the what. 
• Help the hiring panel understand your potential fit and future value. 

It's also a helpful exercise for you, giving you a head start on interview preparation by 
reconnecting with your most relevant and high-impact examples. 

Tailor It To the Role 
Avoid using a generic response. A strong statement should be explicitly tailored to the specific 
role and organisation. Start by:. 

• Carefully reviewing the job description and person specification. 
• Identifying key themes, responsibilities, and essential criteria. 
• Choosing the most relevant elements and reflecting on how your experience aligns. 

Your goal is to provide evidence-based examples that demonstrate how you've previously 
delivered in similar contexts - with clear reference to impact and outcomes. 

Bring Out Your Leadership Impact 
For senior or executive-level positions, it's particularly important to showcase not just your 
operational delivery, but your strategic leadership impact. Consider reflecting on areas such as: 
 

• Leading transformation or culture change. 
• Driving innovation or digital strategies. 
• Championing Diversity & Inclusion. 
• Building high-performing teams. 
• Coaching, mentoring, or developing others. 
• Representing your organisation externally (e.g., at conferences or in the media). 

Don't just describe what you did - articulate your role in shaping outcomes, influencing others, 
and creating value. 
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Structuring Your Statement 
There is no one-size-fits-all format, but clarity and readability are key. Based on experience and 
feedback, we recommend Sub-headings aligned to the essential criteria. This allows you to 
address each requirement clearly and directly. Under each heading, include a short paragraph 
explaining your relevant experience and achievements. 

The STAR Method 
When giving examples, structure them using the STAR technique: 
Situation - What was the context? 
Task - What were you responsible for? 
Action - What did you do? 
Result - What was the outcome and impact? 

This approach helps you to tell a concise, structured, and compelling story - and makes it easier 
for hiring managers to understand the relevance of your experience. 

Alternative formats 
While sub-headings and STAR-based paragraphs are often the clearest format, some people 
prefer to use: 

• General bullet points (especially where brevity is required). 
• A freestyle narrative format (if you're confident in weaving a compelling story). 

Choose the format that suits your communication style - but make sure it remains clear, 
focused, and aligned to the role requirements. 
 
Final Tips 

• Keep it concise - typically 1-2 pages. 
• Focus on recent and relevant experience. 
• Don't just list responsibilities - highlight outcomes and impact. 
• Avoid jargon - use plain English that's accessible and engaging. 
• Proofread - ensure your statement is well-written and error-free. 
• Ask someone else to review it - a second opinion can often help spot gaps or clarify 

messages. 
 

Good Luck! 
We wish you the very best with your application. Taking the time to craft a thoughtful and well-
structured statement of suitability can make all the difference - helping you stand out, tell your 
story, and demonstrate the value you can bring. If you'd like further support or examples of 
what good looks like, please don't hesitate to reach out to your recruitment lead at 
GatenbySanderson. 
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