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I don’t remember ever being taught this kind of stuff and to be
honest, I think a lot of it is practice and learning what works for
you. But that takes time and quite frankly, can add up to a lot
of lost earnings & experience. 

Over years of applying for opportunities to progress my
purpose-driven career forward (and either missing out or
successfully securing these), I have got a clearer sense of
what works across a range of contexts. Moreover, as I have
come to be in positions where I am reviewing applications
(whether it be jobs, volunteering or even grants) I have seen
some common mistakes that I think are simple to mitigate if
you are aware of them.

As part of the Ripple community, I want to support you to
accelerate your career development so that you can focus on
channeling your passions and skills towards creating positive
impact for the world. We need you more than ever. 

This resource is a quick overview of some common mistakes I
see (side note: I have made pretty much all of these at one
point or another!) and what works for me in terms of
communicating your value and crafting a stand out
application.

Keep in mind, there are few set rules when it comes to cutting
through competitive application processes and you’ll always
need to apply your discretion in terms of deciding how to
approach each application. Below is just what I found works for
me.

Skye and Tim

Ripple

Composing an application for an opportunity you
really want can be daunting.



Mistake: Not being clear about why you care about this role in

particular. 

If your application reads like it could be for any other job with the
same title in your sector, then you aren’t being clear enough about
why this one matters and why you should be selected. Think about
it from the selectors perspective (they aren’t mind readers), if you
aren’t communicating why this matters, how do they know you’ll
bring your full self and thrive in this role? Why should they select
you over someone else? Passion goes a long way so don’t just
claim it, demonstrate it.

Quick win: Make some notes about why this role in particular
resonates with you and weave this into the application in a way
that adds value. Demonstrate that this isn’t just one of 20
applications you’re writing by showing them why this matters to
you. If you’re excited, they’re more likely to be excited.

1.
Mistake: Not giving a clear indication of why you care about or

are a good fit for the company or organisation. 

Quick win: There’s probably a reason why you’re interested in this
opportunity and organisation in the first place so getting clear on
why this is so that you can communicate it is an easy way to show
why you’re not just a good fit for the role, but also for the
organisation.

2.
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3.
Mistake: Submitting an application containing simple mistakes.

It doesn’t build trust if on the one hand you’re claiming “excellent
attention to detail” and on the other hand your application has
many small errors. For example, I have seen applications that used
the wrong logo or got the capitalisation in the name wrong. It’s not
a deal breaker but it’s best to try and avoid.

Quick win: I think these mistakes happen when you have been
concentrating too long on a particular element and struggle to
look at the application with fresh eyes. My recommendation is to
go back through the application once you’re done (and once you
have had a break) with the specific intention of checking details
like spelling & grammar, names and whether your sentences flow.
If you can do a bit of digging and find out who the hiring manager
is, and address them specifically, that is a quick way to show
respect and also that you have done your research. It can be a
simple way to stand out quickly.

4.
Mistake: Being generic (when you’re not - you are unique). 

If your name was removed from your application, what about it
would differentiate you?

Quick win: Write a list of knowledge and experience you hold that is
unique to you and then look for opportunities to incorporate this in
a way that adds value. For example, if you think about the
potential pool of candidates that are applying and you can assume
most will also have the same qualification, what qualities,
knowledge or experience sets you apart from them? Of course,
mention the important qualifications etc. but also be mindful to
give the selectors something (relevant) to remember you by.
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5.
Mistake: Not doing your research. 

If you’re not prepared to do a bit of extra work for an application,
then how do they know you will be prepared to do the work once
you’re in the role?

Quick win: Doing a bit of extra research and demonstrating this is
one of the simplest and quickest wins you can make because
soooo many people don’t bother. Do some digging about what the
organisation is up to or try and find out more about what is
involved in the role and then look for a way to weave this
information into your application in a way that adds value. Not only
can it set your application apart but it can demonstrate, through
action instead of your words, that you’re astute and willing to do
the work.

6.
Mistake: Not addressing the criteria of the role or opportunity in

a clear & specific way. 

If you’re up against 100 other amazingly qualified applications, you
want to make it as easy as possible for the selectors to push your
application through to the next round. Don't leave it to the selector
to join the dots and risk missing something, losing their attention
or leaving it wide open for other candidates to rise above you,
even if you do have more experience.

Quick win: As you’re writing, be very intentional about linking your
experience to specific criteria so that you make it easy for
selectors to tick off that you meet that criteria. It also allows you to
block criteria around experience so that you can communicate
your points clearly and succinctly (e.g. with a smaller word count).
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7.
Mistake: Not making your purpose explicit and being intentional

with your words.

The selector should immediately understand what your intentions
are without you waffling on. For example, you need to outline that
you’re applying for the specific opportunity (remember: get the
title and company name correct!) I recommend avoiding phrasing
like “I’m interested in applying for….” This is obvious by virtue of the
fact you are writing the application and it also feels ambivalent. I
realise it can be super hard to know where to start, but be very
intentional with your (often limited) word count.

Quick win: Try opening with something simple and confident like
“I’m writing to apply for the role of ‘x’.” and get on with composing
your awesome opening sentence or paragraph that is going to
make them want to read on!

8.
Mistake: Wasting your opening sentence or introduction. 

Will your opening sentence make the selectors feel a bit excited,
inspired and intrigued? If it feels a bit same same, then there is
probably work to be done. This is like a first impression when
meeting someone, so think about what impression you want to
make.

Quick win: Once you have finished your application, return to your
opening sentence and try and craft one that makes a quick and
clear impression. Try summarising the most important points of
your application. For example, your knowledge and experience,
what excites you about the role and how you can add value. How
do you know when you have done this? If the rest of your
application was removed, would they want to know more?
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9.
Mistake: Treating your cover letter like a list that is basically an

extended version of your resume.

Absolutely use this opportunity to flesh out experience and
results, but it shouldn’t just read like a repeated list of your
experience; all of which can be found on your resume.

Quick win: Treat your cover letter like an essay. You should be
trying to build a clear and compelling argument for why you are
the right fit for the role. This includes writing topic sentences,
backing it up with examples (evidence) and then wrapping it up
with why this proves ‘x’ (you’re the person for the role).
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Mistake: All claims, no evidence. 

This is super common and one that sees candidates drop like flies
in competitive processes. There are a lot of articles online that
provide the advice of being sure to communicate what outcomes
you achieved on your resume and applications, however, more
often than not I see applications that lack this. I think partly this
happens because we aren’t taught how to monitor our results and
communicate evidence. That’s a whole topic in itself! So, instead
of freaking out and not addressing this, I recommend just getting
started and doing your best. If you at least attempt it, it might set
you above the rest of the candidate pool. I might note here
(hopefully this doesn’t need to be said) but don’t create fake
results or make claims to results you didn’t achieve. It’s not ethical
or a good look.

Quick win: Once you have figured out what knowledge and
experience you want to mention, spend some time making a list of
specific results you achieved. Be as detailed and specific as
possible (in your own notes) so that you can pull out examples
easily as you’re writing your application. To communicate the
outcome, ask yourself the question, how did my work contributes
to an overall result? What was the overall result? If the overall
outcome was a team effort, you don’t have to claim this to
yourself, just demonstrate how your work contributed to this and
be very specific about your individual contributions.

10.
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Remember, you miss all shots you don’t take
Even if you don’t meet all the criteria you should have a go.
Often criteria is an ideal list so don’t be put off by this. (read
more on this here)
Focus on your strengths. We all have strengths so returning to
these can help you build your confidence and communicate your
value. 

Mindset is important. 

As you go through and write your application it can be really easy
to talk yourself out of it and start to feel super disheartened. I have
done this countless times. Keep in mind, you can only do your best
and the more practice you have, the more confident you will
become. You’re not going to get everything but take the
opportunity to practice your skills and even get feedback. Only
action will help you move forward.

If you’re experiencing self doubt, here is a few things to try:

Bonus tip:
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https://hbr.org/2014/08/why-women-dont-apply-for-jobs-unless-theyre-100-qualified

