Office of Policy and Management
INTERVIEW RATING FORM
Name of Candidate: ___________________________________________

Title of Position: ______________________________________________

Name of Interviewer: ___________________________________________

Directions:
1. Add specific skills required for position, if applicable. [Must be approved by Human Resources.]

2. Note any job requirements that are not applicable.

3. Determine relative weight (%) for each job requirement.  Total weight of all job requirements must total 100%.

4. Check appropriate rating category (i.e., outstanding, above average, acceptable, or not acceptable).

5. Tabulate score by multiplying weight (as a decimal) by points for each job requirement (e.g., if relative weight is 50% and rating is outstanding then .50 x 3 = 1.5).  Calculate total score.

	Job Requirements
	Weight

(%)
	Outstanding

(3 points)
	Above Average

(2 points)
	Acceptable

(1 point)
	Not

Acceptable

(0 points)
	Score

	Applicant’s experience relevant to this position


	
	
	
	
	
	

	Technical or subject matter knowledge


	
	
	
	
	
	

	Communication skills

(oral and written)


	
	
	
	
	
	

	Stability of work history


	
	
	
	
	
	

	Specific skills required for position: (Please specify)


	
	
	
	
	
	

	Specific skills required for position: (Please specify)


	
	
	
	
	
	

	Total Percentage
	100%
	
	
	
	Total Score
	


	Final Evaluation:
	
	

	 FORMCHECKBOX 
  Outstanding (2.5 – 3.0)
 FORMCHECKBOX 
  Above Average (1.5 – 2.4)


	 FORMCHECKBOX 
  Acceptable (.5 – 1.4)
 FORMCHECKBOX 
  Not Acceptable (Under .5)


	Signature: ___________________

Date: _____________


