Five-task preparation plan: worksheet
Edition 1.1, 2026-11-06. Time blocks are planning choices, not completion promises. 10 minutes: tasks 1–2. 20 minutes: tasks 1–3. 40 minutes: all five. Interview first: start with task 5, then 3.
1. Save one real opportunity or role and its source (5 min)
1. Output: one record: title, employer, where you found it, why it is relevant.
1. Offline: write the four facts on paper.
1. Not: nothing is sent to the employer.
My output: [                                                                 ]
Status: to do / in progress / paused / done / unsupported case recorded
2. Identify three explicit requirements and any unknowns (5 min)
1. Output: three quoted requirements marked essential, desirable or unclear, plus what the advert does not say.
1. Offline: underline three requirements.
1. Not: a requirement you do not meet stays a gap.
My output: [                                                                 ]
Status: to do / in progress / paused / done / unsupported case recorded
3. Match one real example to a requirement, or mark the gap (10 min)
1. Output: one truthful evidence card: situation, what you did, what changed; or a marked gap.
1. Offline: three sentences by hand.
1. Not: no number you did not supply.
My output: [                                                                 ]
Status: to do / in progress / paused / done / unsupported case recorded
4. Run the structural document check and address one supported finding (15 min)
1. Output: a checked draft with one finding fixed, or a documented unsupported case.
1. Offline: use the chronological template and return to this later.
1. Not: an employer ATS score; no universal ATS promise.
My output: [                                                                 ]
Status: to do / in progress / paused / done / unsupported case recorded
5. Prepare two practice interview questions and choose the next step (5 min)
1. Output: two likely questions, the example you would use, and your chosen next action.
1. Offline: write them on paper.
1. Not: Luceria never sends an application or a follow-up.
My output: [                                                                 ]
Status: to do / in progress / paused / done / unsupported case recorded
Completed fictional example (a Band 4 administrator application, 40 minutes)
1. 1. Patient Pathway Administrator (Band 4), a fictional NHS trust, found on NHS Jobs; relevant because of two years of appointment scheduling.
1. 2. GCSE English and Maths grade 4+ (essential, held); experience of patient administration or booking systems (essential; mine was a lettings booking system); clear written communication (essential, application and interview). Unknown: shift pattern.
1. 3. Viewings diary for four staff, about 40 appointments a week; double bookings cut to almost none after a day-before confirmation call. Gap: no patient-system experience, stated plainly.
1. 4. Contact details were in the header; moved into the body; both structural flags now pass.
1. 5. Two questions (prioritising a changing workload; keeping information confidential) with the diary example; next step: submit by Friday and set a follow-up date.
Continue online
https://luceria.careers/tools/preparation-plan opens the same five destinations and can pause and resume.
