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Name of Candidate: 

Names of Interviewers:


Date of Interview: 

Please ensure you have all the relevant paperwork prior to commencing the interview:
· Job Description, which must include qualifications, skills & experience required for the job
· Copy of the job advertisement, if relevant

· Candidate’s CV

· Results of Psychometric test (if appropriate) 

· Lists of agreed questions (and scenarios if appropriate) to be asked by each interviewer
Best Practice Tips: 

Never interview alone, there must always be a minimum of two people conducting the interview.

The Line Manager of the position should be involved in the interview.

Ensure the location in which the interview is to take place is quiet and free from distractions.  
The Interview Structure 

Part 1  Introduction 

Part 2  Job Specific Competence Questions 

Part 3 
General Questions 

Part 4
Closing the Interview
Part 1. 
Introduction 

Chairperson must:

· Introduce him/herself and each interviewer, including Job Titles 
· Advise expected duration of interview
· Advise candidate notes will be taken throughout interview
· Inform candidate of structure – job specific questions, psychometric questions, then more general questions
· Confirm to candidate he/she may ask questions during the interview
· Advise the candidate their verbal communication skills will be assessed throughout the interview

· Tell candidate there will also be an opportunity for them to put questions to Interviewers at the end.
Part 2. 
Job Specific Questions
	1. Knowledge & Experience 

	Questions: 
	Interviewer Notes:

	
	

	
	

	
	

	2. Safe Operation & Compliance 

	Questions: 
	Interviewer Notes

	
	

	
	

	
	

	3. Financial Awareness

	Questions: 
	Interviewer Notes

	
	

	
	

	
	

	4. Customer Service  

	Questions: 
	Interviewer Notes:

	
	

	
	

	
	

	5. Team Working 

	Questions: 
	Interviewer Notes

	
	

	
	

	6. Communication Skills (written)

	Questions: 
	Interviewer Notes

	
	

	
	

	
	

	7. Problem Solving & Decision Making  

	Questions: 
	Interviewer Notes

	
	

	
	

	
	

	8. Leadership Skills

	Questions: 
	Interviewer Notes

	
	

	
	

	
	

	9. Psychometric-related  

	Questions: 
	Interviewer Notes:

	
	

	
	

	
	


Part 3 
General Questions 

	10. General Questions  

	Topic: 
	Questions: 
	Interviewer Notes: 

	
	
	

	
	
	


Part 4 
Closing the Interview 

Invite questions or additional information from the candidate,
Provide supplementary information as necessary e.g. salary, benefits, hours, travel expectations etc,
Thank candidate for their time,
Explain what will happen next and when.

