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Welcome

Thank you for your interest in joining the Government Digital and Data profession. This pack is designed to give you a clear
and helpful overview of what to expect as you explore a career with us.

Inside, you'll find everything you need to understand for your application and interview. We also share more about who we
are, the benefits of working with us and the many ways you can grow in a digital or data role across government.

What you’ll find in this pack:

Routes into government

Information on the capability skills framework

A breakdown of each stage. with tips to help you succeed

Information on how we ensure a fair and accessible recruitment process for all

An overview of the continuous learning culture and training opportunities available
Insight into how your career can grow across departments and professions
Understand how we hire, from application to offer

Helpful resources to aid your application

We’re committed to building diverse, inclusive teams where your skills can make a real difference. Whether you're starting
your career or looking for your next challenge, we’re excited to show you what'’s possible.



Who are Government Digital and Data?

Govenment
Digital & Data


https://www.civil-service-careers.gov.uk/professions/working-in-digital-data-and-technology
https://www.gov.uk/government/publications/a-blueprint-for-modern-digital-government/a-blueprint-for-modern-digital-government-html
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https://www.civilservicepensionscheme.org.uk/employers/employer-responsibilities/employer-contribution-rates/
https://www.gov.uk/flexible-working/types-of-flexible-working?_ga=2.45537188.1416123627.1739272404-1276832800.1725974373
https://www.gov.uk/bank-holidays

Grow your career with us




Routes into Government Digital and Data

Whether you’re already a Digital and Data professional or looking to switch careers,
there are various routes you can take to join us here in the Civil Service.

The TechTrack Apprenticeship Programme offers tailored apprenticeships into roles
such as Software Developer, DevOps Engineer and more.

The Diqgital Secondments Programme brings in digital and data professionals from
industry and academia to work on high-impact government projects, maintaining
their current employment and salary while driving innovation in public services.

Apprenticeships in Government Digital and Data offer hands-on experience and
qualifications in roles like Software Developer and DevOps Engineer, while earning a
salary and working on impactful public service projects.

The Civil Service Fast Stream is a graduate development programme that offers a
route into various government roles, including digital and data positions.

Part of
Government
Digital & Data


https://www.civil-service-careers.gov.uk/professions/working-in-digital-data-and-technology/techtrack/
https://www.civil-service-careers.gov.uk/ddat-digital-secondment-programme/
https://www.civil-service-careers.gov.uk/apprenticeships/
https://www.civil-service-careers.gov.uk/fast-stream/

Routes into Government Digital and Data
Continued



https://bit.ly/3TKuGHk

Career progression




Explore diverse Digital & Data roles in Government



https://ddat-capability-framework.service.gov.uk/

The Capability Framework



https://ddat-capability-framework.service.gov.uk/#update-history

Civil service schemes

The Disability Confident Scheme is designed to help
employers become more confident in recruiting and
retaining disabled people and those with health
conditions.

(& disability
B confident

The Going Forward into Employment Scheme provides
opportunities for individuals who face barriers to
employment, such as care leavers, people with
disabilities and those from low socio-economic
backgrounds.

Going Forward
into Employment

The Great Place to Work for Veterans scheme aims to
encourage more veterans to join the Civil Service
when they leave the armed forces. When a veteran
opts into the scheme and meets the minimum criteria,
they’ll progress to the next stage for most vacancies,
whether that’s an interview or an online test.

The Redeployment Scheme in the civil service helps
employees at risk of redundancy find new roles within
the organisation. It aims to retain valuable skills and
avoid compulsory redundancies.



https://www.gov.uk/government/collections/disability-confident-campaign
https://www.civil-service-careers.gov.uk/great-place-to-work-for-veterans/
https://www.civil-service-careers.gov.uk/about-gfie/
https://www.gov.uk/guidance/using-the-civil-service-jobs-website#:~:text=Redeployment%20Interview%20Scheme,lower%20than%2C%20your%20current%20job

Success Profiles

Success Profiles are a recruitment framework used
within the Civil Service to find the right person for the
job. They consist of five key elements:

Experience: Knowledge or mastery of an activity or
subject gained through involvement or exposure.

Ability: Aptitude or potential to perform to the required
standard. Success

Profiles

Technical: Demonstration of specific professional skills,
knowledge, or qualifications.

Behaviours: Actions and activities that result in effective
performance in a job.

Strengths: Things you do regularly, do well, and that
motivate you.

Each role will use a tailored Success Profile process,
ensuring candidates are assessed against relevant criteria
to drive performance and improve diversity and inclusivity.


https://www.gov.uk/government/publications/success-profiles

Experience

Ability

Technical

Behaviours

Strengths

How to perform
well:

Highlight your
knowledge or
mastery of an
activity or subject
gained through
involvement or
exposure.

How to perform
well:

Showcase your
potential which
can be
demonstrated
through relevant
skills,
qualifications and
experiences.

How to perform
well:
Demonstrate
professional skills,
knowledge or
qualifications
relevant to the
role.

How to perform
well:

Provide specific
examples of
actions and
activities.

How to perform
well:

Identify and
articulate your
strengths; things
you do regularly,
do well and that
motivate you.

How we assess:
Experience is
assessed through
application forms,
CVs and
interviews.

How we assess:
Abilities are
assessed through
application forms,
online tests and
interviews.

How we assess:
Technical skills are
assessed through
application forms,
online tests and
interviews.

How we assess:
Behaviours are
assessed through
application forms,
interviews, online
tests and
assessment
centres.

How we assess:
Strengths are
often assessed
within interviews
or assessments.




Reasonable adjustments



https://www.civil-service-careers.gov.uk/reasonable-adjustments/

Reasonable adjustments for ongoing employment

Government Digital and Data supports reasonable adjustments in employment by:

Providing accessible tools, platforms and environments as part of legal
requirements.

Implementing initiatives like the Digital Inclusion Action Plan to improve
accessibility.

Ensuring communication and information meet accessibility standards.
Offering tailored support such as flexible working and specialised equipment.

The Workplace Adjustment Passport can be useful for structuring your conversation
about workplace adjustments with your manager, as well as being a record of your
barriers, workplace adjustments and support they’ve agreed.

Sharing and regularly reviewing your completed Workplace Adjustment Passport
with your manager will ensure your adjustments continue to meet your needs.
Similarly, sharing this when you change roles or managers will enable a smooth
transition and continuity of support. You can read Ruth’s blog where she explains
why the Passport has been so useful for her after a motorcycle accident.


https://www.civil-service-careers.gov.uk/reasonable-adjustments/
https://www.gov.uk/government/publications/digital-inclusion-action-plan-first-steps/digital-inclusion-action-plan-first-steps
https://www.civil-service-careers.gov.uk/reasonable-adjustments/#:~:text=The%20Workplace%20Adjustment%20Passport%20can,and%20support%20they've%20agreed.
https://civilservice.blog.gov.uk/2021/10/11/the-power-of-workplace-adjustments-ruths-story/

Top tips: application and interview

Tip Description

Keep a log of examples Keep a list of your experiences, achievements and skills. Use the STAR (Situation, Task,
Action, Result) method to structure your examples clearly. For instance, if you improved
efficiency, note how you did it and the results (e.g. saving time or enhancing outcomes).

Familiarise yourself with e Experience: Highlights your past roles, achievements and professional history.
Success Profiles e Ability: Demonstrates your capacity to perform the role effectively through skills and
examples.

e Technical: Showcases specialised knowledge or tools required for the job, like
software or processes.

e Behaviours: Reflects how you act in different situations, such as communication,
teamwork or leadership.

e Strengths: Focuses on your personal qualities that drive success, like creativity or
resilience.

Tailor your application Match your examples directly to the job description. Highlight relevant skills and
achievements and use keywords from the job advert to grab attention. For example, if a role
emphasises stakeholder engagement, mention specific times you’ve excelled in that area.



Top tips: application and interview continued

Tip

Write a quality personal
statement

Highlight digital and data skills

Stay calm and take your time

Be open and honest

Description

Your personal statement is the centerpiece of your application. Focus on:
e Compelling statements summarising why you are a qualified candidate.
e Highlighting achievements that align with the role’s requirements.
e  Keeping it within the word limit whilst being clear, structured and engaging.

In roles that emphasise digital and data skills, you should:
e Mention specific tools that are required for the role, e.g. software or methodologies
you are proficient in (for example SQL, Power BI, data visualisation).
e Highlight projects where these skills made an impact, such as automating a process,
enhancing analytics or improving user experience.
e Demonstrate an understanding of emerging trends like Al, machine learning or
cybersecurity, if relevant.

During interviews, take a deep breath and pause to gather your thoughts if needed. Review
your notes or key points to ensure you’re delivering clear and confident responses.

Always present your experience truthfully in applications and interviews. If you need
reasonable adjustments, communicate these when applying.



Top tips: application and interview continued

Tip

Description

Network with professionals

Join relevant professional groups or communities online (like LinkedIn groups or forums)
and attend industry events. Engage in discussions, share insights and connect with people
in your field to learn about opportunities and trends.

Showcase your impact

Share specific examples of times when your work made a measurable difference. For
example: “I introduced a new recruitment process, reducing time-to-hire by 20% and
improved candidate experience.”

Prepare for interviews

Familiarise yourself with STAR (Situation, Task, Action, Result) and CAR (Context, Action,
Result) techniques to structure your answers. Practice delivering concise, impactful
examples to common interview questions.



https://www.civil-service-careers.gov.uk/how-to-apply/
https://civilservicecommission.independent.gov.uk/

STAR(R) and CAR techniques

The STAR and CAR techniques are popular methods for structuring behaviour
based questions. Here's an overview of each:

The STAR technique stands for Situation, Task, Action,
Result.

e Situation: Describe the context within which
you performed a task or faced a challenge.

e Task: Explain the task you had to complete or
the challenge you had to overcome.

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

e Result: Share the outcomes or results of your
actions, highlighting any positive impact.

e Reflect: If applicable, share what you learned,
what you might do differently next time.

The CAR technique stands for Challenge, Action,
Result. It's similar to STAR but focuses more on the
challenge aspect:

e Challenge: Describe a problem or challenge
you faced in your previous role or a relevant
situation.

e Action: Explain the actions you took to
address the challenge.

e Result: Share the outcomes or results of
your actions, emphasising the positive
impact.

20



The vetting process



https://www.gov.uk/government/publications/united-kingdom-security-vetting-clearance-levels/national-security-vetting-clearance-levels

An inclusive recruitment process

We are committed to fostering diversity and inclusion within our workforce. Our efforts
focus on attracting talent from a variety of backgrounds through inclusive recruitment
methods and support initiatives like the Women in Digital Network.

We also offer internship programs designed to develop the skills of civil servants and
create pathways for individuals from underrepresented communities to progress and
thrive. One such example is the 2024 Interns initiative, which aims to provide access to
opportunities for diverse talent. We also partner with other departments to collectively
recruit and promote gender and ethnic diversity in the tech field. Another example is the
Civil Service Care Leavers Internship Scheme offering care leavers an 18-month paid
job role in a central government department or agency.

As part of our commitment to inclusive recruitment, we partner with a diverse range of
organisations to reach talent from all backgrounds. These include Manchester Digital,
Tech Spark and Handshake to connect with emerging tech talent. We also partner with
Ex-Military Careers to support veteran transitions and Women in Tech, Diversity in Tech
and Colour in Tech to ensure representation and equity in our talent pipeline.



https://10000internsfoundation.com/resources/programme-guide-2024-25/
https://www.civil-service-careers.gov.uk/civil-service-care-leavers-internship-scheme/
https://bit.ly/3zH5tqg
https://bit.ly/3zwELRi
https://bit.ly/3YaFXmY
https://bit.ly/4jJ7yDF
https://bit.ly/4jJ7yDF
https://bit.ly/4jI9yfi
https://bit.ly/4jI9yfi
https://www.colorintech.org/

FutureLearn ) CAMPUS



https://www.gov.uk/government/organisations/government-digital-service
https://www.gov.uk/government/organisations/government-digital-service
https://www.futurelearn.com/courses/introduction-to-user-research-in-government-settings?utm_campaign=gdis_bau&utm_medium=organic_social&utm_source=linkedin
https://www.futurelearn.com/courses/introduction-to-product-management?utm_campaign=gdis_bau&utm_medium=organic_social&utm_source=linkedin
https://www.futurelearn.com/courses/introduction-to-content-design?utm_campaign=gdis_bau&utm_medium=organic_social&utm_source=linkedin
https://www.futurelearn.com/partners/government-campus-uk

Government Digital and Data resources

For any questions related to a role you’re applying for, please get in
touch directly with the listed contact within the job advert. You'll find
this under the apply and further information section at the bottom of
the advert on Civil Service Jobs.

Government Digital and Data LinkedIn

Government Digital and Data Careers Site
Civil Service Careers Website

Civil Service Success Profiles
Civil Service Jobs (Don'’t forget to sign up for alerts!)

Civil Service Commission

Our Partners:

Manchester Digital Ex Military Careers

Tech Spark Women in Tech
Part of
Handshake Diversity in Tech

G
Digital & Data

Colour in Tech



https://bit.ly/3XJx2aq
https://bit.ly/4eEhhsd
https://www.civil-service-careers.gov.uk/
https://www.gov.uk/government/publications/success-profiles
https://bit.ly/3TKuGHk
https://civilservicecommission.independent.gov.uk/
https://bit.ly/3zH5tqg
https://bit.ly/4jJ7yDF
https://bit.ly/3zwELRi
https://bit.ly/4jI9yfi
https://bit.ly/3YaFXmY
https://bit.ly/4jI9yfi
https://www.colorintech.org/

