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	Candidate Name:
	
	Date of Interview:
	

	Interview Start & End Times:


	
	Notes taken by:
	

	Position Title




Interview Guide – Part One
1. Welcome to {My Company’s Name}.
2. Interview those participating in this interview process. {Names, positions}
3. Explain the Job and the Company:
4. Explain the interview process – how much time is allotted, the review of the resume, the note taking, and the opportunity for the applicant to ask questions.
Interview Questions

Personal and Rapport Building Questions
1. Describe to us what attracted you to this career opportunity? How do you see this role fitting in with your long term career objectives? 
2. Walk us through your resume. Tell us about the most important experiences you’ve had that will highlight your fit for the {Job Title} job. (Listen for what will set this candidate apart from other applicants)

Job Specific Questions 
1. Describe your experiences with {list the main task from your job description}. What did you see as your strengths?  What did you accomplish? How do you think this job will help you improve your skills in this area?
2. Describe your experiences with {list the second most important task from your job description}. Tell us how you decided which work took priority and which tasks could wait a while? How did you make that decision?
3. Describe your experiences with {list the third most important task from your job description}. Tell us how others were affected by your work. Did you work alone or did you work with others?  How did you include them?
4. Describe your experiences with {list another task or skills from your job description}. Tell us about a time when you experienced a problem. How did you overcome the problem? What did you learn from that experience?

5. Describe a recent task or project that you worked on with others in your organization. What was your role, what challenges did you encounter and how did it turn out?
6. This position requires the use of {tools and resources list from job description}. How would you rate your skill level in these areas? Can you describe the most complex work you’ve done with these tools in the past?
7. This position works {Monday to Friday from 8:00 a.m. to 4:30 p.m.}. Are there barriers to meeting that requirement?

8. This position involves {Physical Capabilities}. Are there barriers to meeting that requirement?

9. What are your salary expectations?

10. If you were offered this position, when could you start work?
11. Are there questions about this company or this opportunity that we can answer for you?

Interview Guide – Part Two

1. Make sure you have contact information for references.
2. Tell the candidate when you expect to have a final hiring decision and how that will be communicated.
3. Thank the person for coming for the interview.
Interview Guide – Part Three

Interviewer’s Evaluation of Applicant

Applicant’s Name:





Date:




Position:






Time:

Position Location:





Interviewer:

This evaluation form can be completed after each interview. Rate all the items that relate to the requirements of the job, but only those items.

	Skill Description
	Exceeds Requirements


	Meets Requirements
	Below Requirements
	N/A

	Motivation

works hard to accomplish tasks and overcome obstacles
	
	
	
	

	Follows Procedures

follows established policies and procedures
	
	
	
	

	Carpentry Skills

trained and experienced in building kitchen cabinets
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Recommendation:

Recommend for Hire:   ______
Not a Match:   _______

No Decision Yet:
   _____

Provide your overall opinion of the applicant and make additional comments on any of the above areas.

_____________________________________________________________________

Interviewer Signature:


Title:



Date:


The NS HR Toolkit

A Free Online Resource to Help Employers Find, Keep and Manage Workers

Visit http://www.nsHRtoolkit.ca
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