Guide to Using the STAR Technique in Job Application Forms

The STAR technique is a powerful method for structuring your responses to competency-
based questions in job applications. It helps you present your experiences clearly and
effectively, demonstrating how you meet both essential and desirable criteria. Here’s how to
apply STAR in your application forms:

What is STAR?

Situation: Describe the context within which you performed a task or faced a challenge.
Task: Explain the actual task or challenge that was involved.

Action: Describe the specific actions you took to address the task or challenge.

Result: Share the outcomes or results of your actions, ideally with quantifiable data.

Steps to Use STAR in Your Application

1. Identify the Criteria:

o Carefully read the job description and highlight both the essential and
desirable criteria. Make a list of examples from your experience that align with
these criteria.

2. Select Relevant Experiences:

o Choose specific examples from your past work, education, or volunteer
experiences that best illustrate your skills and qualifications related to each
criterion.

3. Apply the STAR Framework:
o For each example, break it down using the STAR method:
= Situation: Set the scene. Where were you working? What was
happening?
» Task: What was your responsibility or goal in this situation?
» Action: What specific steps did you take? Be detailed and focused on
your contributions.
» Result: What was the outcome? Use metrics if possible (e.g., “increased
sales by 20%” or “reduced processing time by 15 hours per week”).
4. Be Concise:

o Keep your responses focused. Aim for clarity and brevity while ensuring you
include all STAR components. Each example should ideally fit within a few
paragraphs.

5. Tailor Your Language:

o Use keywords from the job description to emphasize how your experience
matches the role. This shows the employer that you understand their needs
and have relevant skills.



6. Practice Common Scenarios:

o Prepare for common competency-based questions using STAR. For example,
guestions about teamwork, problem-solving, leadership, or time management
are frequent in applications.

7. Review and Edit:

o Once you've drafted your responses, review them to ensure they align with
the job criteria. Ask yourself if the example effectively demonstrates your skills
and achievements. Edit for clarity and impact.

Example of STAR in Action
Criteria: Strong communication skills
Response:

¢ Situation: In my previous role as a project coordinator, our team faced communication
breakdowns during a major project launch, leading to delays.

e Task: My responsibility was to facilitate better communication among team members
and stakeholders.

e Action: | implemented weekly check-in meetings and created a shared online platform
for updates. | also encouraged open feedback to ensure everyone was on the same
page.

e Result: As a result, we improved project delivery time by 30%, and team morale
increased, as evidenced by a follow-up survey indicating a 40% increase in satisfaction
with communication processes.

Final Tips

o Use Multiple Examples: If space allows, provide multiple STAR examples for different
criteria.

o Stay Relevant: Ensure your examples are relevant to the job you are applying for.

o Showcase Growth: Highlight how your experiences have helped you grow
professionally and personally.

By using the STAR technique, you can effectively convey your qualifications and enhance your
chances of making a positive impression. Good luck with your application!



