1. Shortlisting

1.1 Preparation is the ikelihood of selecting the most
suitable candidate fo
1.1.1 Identify speci ng the job description.

1.1.2 Match these ¢ 1 in the candidate’s CV.
1.1.3 Use this infg candidates will be invited for
interview.

1.2 Once a list of critq it is useful, particularly when
considering a large one position, to record how the
candidate(s) compar, as follows:

Criteria
Name — - - — —
Criteria 1 | Crite bria 4 | Criteria 5 | Criteria 6
Candidate 1
Candidate 2

1.3 Candidates who ap e Company, whether through a
direct advertisement y, should always be informed of
the outcome of thei as possible. Where candidates
have applied to the ¢ ould be informed of the outcome
in writing.

2. Considerations under the
2.1 Under the Equality prospective employers can ask
health-related quest or making a job offer if it is
necessary for them e reasons permitted by the Act.
These are situations
2.1.1 the employer er the employee is fit to undergo
an assessm mployer has a duty to make
reasonable af with an assessment;

2.1.2 the employer her the job applicant will be able
to carry out a b the job concerned;

2.1.3 the employer rsity monitoring;

2.1.4 the employer bitive action in relation to disabled
persons; or

2.1.5 itis a genuing at the employee has a particular
disability.

2.2 A question that doe ore of these exceptions will be
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prohibited. Asking a not of itself give a job applicant a



tribunal claim. Howe
guestion does bring
the employer to prov,

ho has been asked a prohibited
rimination, the burden will be on
iminated.

3. Preparing for the Intervie
3.1 Normally, recruitme ranged and conducted by the
recruiting person/ma erever possible to ask someone
else to interview wit h colleague can be useful to give
you time to collect yq br questions while your colleague

‘takes the reins’ fo so study the candidate’s body

language and facial ly when not directly involved in

talking to the candg ion is often useful in making
recruitment decision jue’s feedback is very useful to
monitor your intervie

3.2 Interview arrangeme Ssible be confirmed in writing to
the candidate.

3.3 In preparing for the i

3.3.1 Review the C

3.3.2 Identify any exploration or clarification. For
example, wh m the candidate’s CV that they
possess the ce.

3.3.3 Identify any that need further exploration or
clarification. xplained gaps in employment, a
succession o statement of achievement that
needs to be e, always being in the top five
achievers is 4 | of success when there are 100
people in the bn there are only five in the pool.

3.3.4 Formulate thg bd in the interview. Ensure that
they will enal tion to be gathered. Please see
the compete 5tions below, which are focused
around samp

3.3.5 Allocate appr pction.

3.3.6 Ensure there ring the interview.

4, Conducting the Interview
4.1  When conducting the

© Simply-docs — EMP.RE.01.07 Interview Guida|

4.1.1 Use the samé h each candidate and do not ask
for any perso hat are not relevant to the job, as
this could be

4.1.2 Do not acce
probe for mo

bwers to any of your questions,

4.1.3 Give every c3

4.1.4 Try to keep q
no answer.

D answer the questions fully.

ons which require a simple yes /

4.1.5 Remember —
and the inter

p talking for 80% of the interview



5.

Structure of the interview

5.1

5.2

5.3

54

5.5
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Introduction (5 min
5.1.1 Greetand rel
Explain:
5.1.2 the objective

5.1.3 the structure
guestions

background, followed by specific

5.1.4 you will be ta
5.1.5 there will be 3

5.1.6 the interview

to ask questions

e hour

Review of Backgro
Review:

5.2.1 relevant posi
experience

form, especially last two years’

5.2.2 current role, S eek?
5.2.3 main respong
5.2.4 most significa
5.2.5 why planning
5.2.6 last two year9

5.2.7 kinds of pr Hecisions made in course of

5.2.8 major respon

5.2.9 most/least sa

Competency Based

5.3.1 Ask2to3qu
on the Job D
below is me
guestions to 4

es per competency)

petency which has been identified
of competency-based questions
ome examples of the types of

Ad hoc Questions (
Ask

5.4.1 what are mai

5.4.2 what are mai ' Why?
5.4.3 what are reag hosition?
About Company (1(

Explain:

5.5.1 the structure ny

5.5.2 therole and isation.



5.6

5.7

Finish by telling the candidg
the interview.

After the Interview

6.1

6.2

6.3

6.4

6.5

6.6

6.7
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Domestic Question
Ask:
5.6.1 whatis the c3
5.6.2 whatis the c3

5.6.3 does current hndidate is looking for another
position? Wh{ hndidate resigned?

5.6.4 Any other intd

what salary are they looking for?

Interview Close (5
Ask:
5.7.1 if the candida
5.7.2 lIsthere anyt

ation he / she has given.
0 mention or raise?
5.7.3 Isthereis an would like to add?

5.7.4 the candidate terest.

. Thank the candidate and close

Read through your
form. Your reasons
important in case yo

te and complete the assessment
ointing a particular candidate are
ged.

Compare each cang
additional informatig
candidate a good fit

Jescription again in light of the
brning each candidate. Is the
in the short/long term?

o whether they will fit the culture
owever, ensure that you are not
b he/she is a different sex or of a
bus or cultural background to the

Make an assessme
of the team and the
discriminating againg
different age or fro
rest of the team.

ent mistakes are costly and time
ertise to get the right person.

Do not pick the best
consuming and ultim

ing that was discussed in the
interview or talk to the candidate
our instincts and offer the job

If you are uneasy
interview, ask the ca
over the phone to

anyway.
Let all candidates K
possible. Delays co

successful or not as quickly as
t on the best candidates.

b been reached without indication
j interview, ideally for 12 months
BN interview assessment form is

Record your decisio
of bias) and retain a
from the date of intg
given below.



Inte

Candidate:

Vacancy:

Requirement

Comments

Academic &
professional
qualifications

Technical knowledge
& competence
relevant to the job

Commercial &
business awareness

Communication skills

Personal qualities

Overall impression

Match to Job / Per Spec

Short term

Long term

Suitability to be offered employment:

The applicant is not suited | The applican
to the job. | would not i j

recommend for
employment. []

cannot reco
without rese

Comments:
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Reservations

Not
suitable

The applicant should be
excellent in this job and
| would recommend with

confidence.[]




Examples of Competency-Based

1. Expertise in Role

This is one of the most im
dependent on the role and
described in the Job Descrij

« What would you consider to hs and weaknesses?

- What would you like to spe
away from?

o Tell us about you ha

« What experience have you ng/arranging ?

o Tell us about that y
made as a result of your

« What aspects of your work ed about?

2. Effective Communication

A large part of your asses

interview and how well the @ ith the interviewers.

. Can you give me an exam|
which you felt they would nd

awareness of others.)
. Canyou give me an examp from another person?

. Can you give me an exam
you do it?

3. Internal & External Custo

« Tell us about how you have stomer in the past.

. Give us an example of a

service.
. What are some of the ways br satisfaction?

« What does "customer servid

4. Commercial & Business A

. Can you give me an exam
frame of reference?

« Can you give me an examp

. What steps can be taken to
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Questions in this area will be
on the Primary Responsibilities

and what would you like to move

the recommendation(s) that you

y will come from the candidate

persuade someone of something
bout it? (Look for a process and

t for ideas or actions? How did

exemplifying superior customer

0 models from outside your own
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Continuous Improvement

Can you give me an exam
and methods in your own dg

f improving the present process

Have you ever tried to do g
about it?

luced a new approach? Tell me

Problem Solving, Judgem
What type of decisions do y hosition?

Describe a situation where X problem? How did you do it?

What sources of informatio
your work? Give me an exa

decisions about your aspects of
ed these effectively.

Can you think of a situatio
were the circumstances?

he solution to a problem? What

What was the last difficult ( ? Was there a time constraint?

How did you decide the tim4

Tell me about a time when
have to tell? How did you d

a difficult decision? Who did you

Have you ever made a decif out it.

Performance Management

Can you give me an examp ing on proposals from others?

Aside from formal trainin
employees?

may be used for developing

Tell me about a developme
about ensuring that this nee|

ed in yourself and how you went

Leadership & Motivation

Can you give me an examp i feelings from others?

Tell me how you have moni of a group or individual task.
What is your strongest leads assist you for this job?

What can a supervisor dq
motivation?

byee’s job and the employee’s

Working with Others / Tea

How do you maintain a
colleagues? Can you give

ptionship with immediate work

How do you ensure that y(
meetings? Can you give m¢

pectively in department or project



10.

11.
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Do you maintain establishe
Can you give me an examp

your immediate working group?

Tell us about a situation in
levels within your organisat
work effectively with these p

d to work with people at various
important step that you took to

a member. What was the most
contribute?

Tell us about a successful
outstanding characteristic o

What qualities do you have e team player?

AVOID asking questions rq
managing older/younger pe|
bit young for a post of this
be looking for something wit

e.g. ‘how would you feel about
ay comments such as ‘you're a
u think someone like you should

Proactive Approach

Can you give me an examp b of obstacles?

One of the requirements fo individual be a self-starter. Give

us an example of your abilit

Tell me about a time when
handled the situation. Did
you handle these?

your own initiative and how you
ssues to overcome and how did

Planning, Organising & Pr

Can you give me an examp
and schedule events for yo

onstrated ability to forward plan

Can you describe a plan
“‘what if” provision?

ich shows some contingency or

How have you identified prig

Can you give me an examp
and schedule events for yo

onstrated ability to forward plan



