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What to Expect from Your Recruitment Journey at RSPB: Candidate Guidance Information


Welcome
Thank you for your interest in joining the RSPB—we’re really glad you’re here.
We know people bring different experiences, identities and ways of working. Our aim is to create a recruitment process where you feel supported, informed, and able to show your strengths in a way that works for you.
These guidelines are split into three sections:
· Candidate Care
· Application Process
· Interview Process
Each section starts with key takeaways so you can quickly understand what will be included in the detail that follows.
If anything feels unclear or doesn’t work for you, please get in touch—we are happy to help.
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Candidate Care
Key takeaways from this section 
	We aim to create a supportive and inclusive experience

	You can request adjustments at any stage

	Our values guide everything we do

	You can contact us at any time if something is unclear



Inclusion and Adjustments
We are committed to an inclusive process.
If you need any adjustments at any stage, please contact us. This might include:
· Extra time
· Alternative formats
· Changes to interview or assessment methods
recruitmentenquiries@rspb.org.uk (or contact the recruiting manager listed on the advert)
Our Values
· Collaboration – valuing different perspectives and working together
· Clarity – being open and transparent in communication
· Courage – being willing to take action and try new approaches
· Connection – building meaningful relationships with people and nature
You may wish to reflect on how your experience aligns with these throughout your application and interview.
Use of AI Tools
We understand some candidates use AI tools to support their applications. Please ensure your application reflects your own experience and voice.
Final Thoughts
We want you to feel able to show your potential and be yourself throughout the process. If you’re unsure about anything, please get in touch.
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Application Process
Key takeaways from this section
	Apply via HireRoad (or request an alternative format)  

	Tailor your application to the essential criteria  

	Use clear examples of your experience and impact  

	You cannot edit your application once submitted  



Overview of the Process
Here’s what to expect:
· Apply online (or request an alternative format)
· Applications are reviewed against role criteria
· Shortlisted candidates are invited to interview/assessment
· Decision and pre-employment checks
We aim to contact candidates within approximately 4 weeks of the closing date, although this can vary.
How to Apply
Applications are submitted via our online system (HireRoad).
Depending on the role, you may need to provide:
· CV 
· Application form
· Or a combination
The advert will confirm what is required.
If you cannot apply online, please contact us to arrange an alternative.
Before You Start
You may be asked to provide:
· Contact details
· Details of two referees (contacted only after offer)
· Employment history covering the last five years
· Relevant qualifications
We recommend preparing your responses in advance.
Typical character limits include:
· 20,000 characters for essential criteria
Writing a Strong Application
Our aim is to help you clearly demonstrate how your skills and experience meet the role requirements.
We highly recommend structuring your application by addressing each of the essential criteria listed in the advertisement individually.
For each essential criteria, use clear examples to explain:
· What you did
· How you approached it
· The outcome or impact
Examples can come from:
· Work
· Volunteering
· Education
· Lived experience
This approach supports fairness and consistency when assessing candidates and ensures your strengths are fully considered.
Submitting Your Application
Please ensure all sections are completed before submitting.
Important notes:
· Once submitted, applications cannot be edited
· Once you upload your CV and begin your application, you cannot replace it, so please ensure it is the correct version
· Equal opportunities information is collected separately and is not visible to hiring managers.
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What to expect after you apply including interview process
Key takeaways from this section 
	You’ll be contacted if shortlisted (usually within 4 weeks) 

	Interviews are typically via Microsoft Teams  

	You may need to complete additional assessments and details will be provided in advance  

	Use structured examples (e.g. STAR) to support your answers during the interview   



Once your application is submitted
You will receive confirmation emails as you progress through the system, including acknowledgement of submission.
You can access your application through the applicant portal.
Hiring managers aim to contact candidates within approximately four weeks of the closing date, although this can vary depending on volume.
How Applications Are Assessed
Applications are reviewed and scored against the essential criteria in the role profile.
Candidates who best meet these criteria are shortlisted. 
Interview and Assessment 
What to Expect
If shortlisted, we will provide clear details about the next stage.
Interviews are usually conducted via Microsoft Teams unless otherwise stated.
The assessment process may include:
· Panel interviews
· Presentations
· Practical exercises
· Some roles may involve more than one stage.
Preparing for Interview
We aim to create a welcoming and supportive environment where you feel comfortable sharing your experience.
You may find it helpful to structure your interview answers using the STAR method:
· Situation – set the context
· Task – explain what was required
· Action – describe what you did
· Result – share the outcome or impact
During the interview, please remember:
· It’s okay to take time to think before answering
· You can ask for clarification if a question isn’t clear
· You’re welcome to refer to notes if that helps you

Pre-Employment Checks
If successful, you may be subject to pre-employment checks such as:
· Right to work verification
· References
· Role-specific requirements including safeguarding where applicable






Good luck!
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