
Interview Guide
	Candidate
	

	Position applied for
	

	Interviewer/s
	

	Date
	


Setting the scene
Preparation
•	Review CV and job description prior to the interview – make note of any questions you want to clarify around role responsibilities and dates of employment
•	Prepare questions- choose competencies that are essential to role (minimum of 4 competencies). You don’t need to ask every question for each competency. 
•	Organise interview location

Interview
•	Arrive on time for the commencement of the interview
•	Explain the interview process and advise you will be taking notes 
•	Ask candidate to talk you through their work history to date, clarifying any dates, positions, responsibilities
•	Go through behavioural questions ensuring you obtain specific situations and outcomes that match the competency you are assessing
•	Explain the role, package, department and organisation 
•	Ask if they have any questions
•	Confirm referees
•	Thank them
•	Advise them when you will be in contact with them next and what the next step will be eg. Second interview and who with
•	Finish notes and rate each competency (see rating scale on next page) and rate overall




Rating scale 
	5 - Outstanding
	Meets all of the competency definition

	4 - Good
	Meets about two thirds of the competency definition

	3 - Acceptable
	Meets about half of the competency definition

	2 – Marginal
	Meets about one third of the competency definition

	1 - Poor
	Meets almost none of the competency definition



























Questions
	Customer Service Spirit
	1. Tell me about a relationship with a customer or supplier that you are proud of?
2. Describe a situation where you went above and beyond a customer’s expectations?
3. Describe a time when you have taken action based on a customer’s feedback?

	Response
	






	Response
	








	Negotiation Skills
	1.  Tell me about a situation where you have persuaded someone to help you achieve a common goal?
2. What do you do to understand your clients’ needs?
3. Describe a time when you faced objection to your ideas?

	Response
	





	Response
	













	Communication and Interpersonal  Skills
	1. Describe the last time you had to change your approach when communicating with a colleague to ensure they understood your message?
2. Tell me about the last time you worked with a colleague who had a differing opinion to you?
3. Tell me about a presentation you have made to a group of people?  Tell us about this experience and what happened?

	Response
	





	Response
	








	Team Coordination
	1. Describe a time when you have coordinated your team to work on a common goal?
2. Describe one of your teams most recent success stories?  What did you do to reward and recognise them?
3. Tell me about a time when a colleague came to you with a problem?
4. Tell me about the last time a new person joined your team, what did you do to make them feel welcome?
5. Tell me about a time when there was a conflict between departments?  What did you do to encourage collaboration?

	Response
	





	Response
	









	Leadership Skills
	1. Describe how you have communicated the strategic vision of your organisation to your team?
2. Describe a time when you have successfully coached a team member?
3. Tell me about a time when you struggled to motivate and encourage a colleague?
4. Tell me about how you have utilised your team to help you achieve your goals or the business’s goals?
5. Describe a time when you had to deliver constructive feedback to a team member?

	Response
	





	Response
	








	Innovation
	1. Tell me about an idea you have implemented that improved the existing situation?
2. Provide me with an example of how you have created an opportunity in order to increase revenue/business?
3. How do you remain up to date with industry trends?  What have you implemented in your current role?
4. Tell me about an idea that you have championed that was beyond your scope of responsibility?

	Response
	





	Response
	









	Decision Making/Autonomy
	1. Tell me about a problem you have had to solve recently?   How did you go about doing this?
2. Describe a time when you had to make a plan that addressed a key business need?
3. Tell me about a time when you have overlooked some details and made an error?


	Response
	





	Response
	








	Tenacity/Determination
	1. Describe a time when you had to persevere despite obstacles to achieve your goals?
2. Describe a time when you have implemented an idea to increase revenue or drive business?
3. How do you monitor your performance?
4. Tell me about your development plan?  What are your goals?

	Response
	





	Response
	














	Organisation
	1. Talk me through your last major project and how you went about organising it, so everything went smoothly?
2. Tell me about your annual goals and how you have prioritized these goals and plan on accomplishing them?

	Response
	





	Response
	








	Adaptation
	1. Tell me about a situation when you had to adjust quickly to a significant change in your workplace?  How did it affect you?  What did you do?
2. Tell me about the last time you asked for feedback on your performance?  What did you do with that feedback?
3. Tell me about a mistake you have made?  What did you learn from it?
4. Give me an example of how you adapted your behaviour and approach in accordance with the situation or person you were dealing with?

	Response
	





	Response
	











Outcome
[bookmark: Check1]|_| Not suitable
[bookmark: Check2]|_| Second interview
[bookmark: Check3]|_| Proceed to reference checks
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