




INTERVIEW FORM

Get the setting right
The old days of a big desk, you at one end and the candidate at the other are long gone. You and the candidate need to be comfortable and relaxed – you’ll only get the best out of an interview if you both are. Look at the room and how it’s set out – get rid of big physical barriers between people; make sure the room is light and cool and make sure that you have refreshments (preferably water) available. Don’t have food items available – the candidate may feel obliged to eat something which will interrupt the flow of conversation.

Be relaxed and communicate clearly
You’re not trying to scare the life out of the candidate.  It will achieve nothing other than making them more nervous and less likely to talk. Be relaxed (don’t go too far, it is a formal interview) and just talk to the person clearly, asking them what you want to know about.

Use open questions
If you ask someone ‘Can you operate this machine?’, chances are they’ll reply ‘Yes’ – which isn’t much use to you. Ask them ‘Can you tell me how you would operate this machine?’ and it gives them the chance to describe and discuss what they know.  This can tell you far more about them than a simple yes or no answer. Make sure most of your questions are open ended and allow the person to talk.  If they can’t talk about it, they’re either very nervous (this should be obvious and you can make allowance for it) or perhaps they don’t know quite as much as they’ve said on their CV.

Let the candidate ask questions
At the end of the interview, once you have all the important information you need written down, ask the candidate if there’s anything they’d like to know about the job and start a conversation with something like ‘so what do you do when you’re not at work?’ It’s a nice icebreaker and hopefully it should give you some insight into the candidate’s interests and hobbies.  These can be good pointers as to whether they like to work alone or in teams, etc.

Give yourself time
A very common mistake is to arrange interview slots that are too close together.  A typical interview should last between 45 and 60 minutes (depending on the role), so don’t schedule them to start every half an hour.  Allow about 20 minutes between interviews to consolidate your thoughts about the candidate.


Conducting the Interview:
Pre questions checklist:
· Introduce yourself and those on the interviewing panel.
· The candidate should be seated closer to the door than the interview panel.
· Thank the candidate for taking time to come and meet you.
· Talk through an overview of the organisation. 
· Position overview, structure, location and hours of work.
Interview process
· Build rapport with the candidate; make sure they are comfortable.
· Explain the overall selection process and the format of the interview.
· Explain that the interview will take about 60 minutes.
· Specific questions should be asked about how they have used their personal attributes in a work environment. Remind the candidate that questions like these look for a situation, an action that they took and the result. 
· At the end of the interview, give the candidate the opportunity to ask any questions that they might have.
· Interviewer will be taking notes.
· Explain what happens next if the candidate progresses (i.e. they will be asked to go through an assessment process), details of the second interview for the final candidate and the anticipated timeline.
· At the conclusion of the interview, advise the candidate when they can expect to hear back from you, and thank them for taking the time to come for interview.


EVALUATIVE MATERIAL
	INTERVIEW FORM



Name of Candidate:
Interviewer:
Date:

	Background questions:
	Outstanding = 5 
Satisfactory = 3
Below acceptable = 1

	QUESTION
	ANSWER
	RANK

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	




	Competency questions:
	Outstanding = 5 
Satisfactory = 3
Below acceptable = 1

	QUESTION
	ANSWER
	RANK

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	



Communication:
During the course of the interview evaluate whether the applicant has an appropriate level of communication skills to succeed in the role


OUTSTANDING = 5		SATISFACTORY = 3		BELOW ACCEPTABLE = 1



Overall Score:	____________________

Signature of Interviewer:	____________________________________________



Decision Guideline:


Remember to tell the candidate when you will get back to them.
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