Civil Service Suitability
Statement

1. Heading
Suitability Statement for [Job Title] in Civil Service
2. Personal Information

e Name: [Your Full Name]

e Address: [Your Address]

e Email: [Your Email Address]

e Phone: [Your Contact Number]
e Date: [Current Date]

3. Introduction

Begin with a clear statement on your interest in the role and a brief summary of why you
are a suitable candidate.

Example:

"l am writing to express my strong interest in the [Job Title] position at [Civil Service
Department Name]. With over [X years] of experience in [mention field, e.g., public
administration, customer service, etc.], | have honed my skills in [mention skills, e.g.,
policy analysis, stakeholder management, etc.]. My commitment to public service,
attention to detail, and ability to handle complex responsibilities make me an ideal

candidate for this role."
4. Key Skills & Competencies

Highlight key skills relevant to the civil service role, such as:
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e Communication Skills: Demonstrated ability to communicate clearly, both in
writing and orally.

e Analytical Thinking: Ability to analyze and interpret policy, procedures, and
complex information.

e Organizational Skills: Expertise in managing multiple projects, deadlines, and
competing priorities.

e Attention to Detail: Proven ability to identify errors, maintain compliance, and

ensure accurate record-keeping.
5. Relevant Experience

Provide details of roles that relate to the skills required for the role.
Job Title: [Previous Position Title]

Company/Employer: [Company/Department Name]

Dates of Employment: [Month/Year — Month/Year]

Key Achievements & Responsibilities:

e [Achievement 1: Demonstrate policy review, service improvement, etc.]
e [Achievement 2: Showcase evidence of leadership, teamwork, or stakeholder
engagement.]

e [Achievement 3: Mention examples of problem-solving or decision-making.]
6. Education & Qualifications

e Degree Title: [Your Degree Title]
e Institution: [University Name]
e Year of Graduation: [Year]

e Additional Certifications/Training: [List relevant certifications and training]
7. Closing Statement

Summarize your suitability and reinforce your interest in the position.
Example:

"l am confident that my experience in [Field/Industry] and my passion for public service
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make me a suitable candidate for the [Job Title] role. | am eager to contribute to [Civil
Service Department Name]’s objectives and look forward to the opportunity to discuss

my application further."
8. Sign-Off

Sincerely,

[Your Full Name]
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