
Phone screen guide
	Candidate name
	

	Position applied for
	

	Interviewer name 
	

	Date
	


Introduce the call
Hi, my name is (your name & position) from (Organisation). The reason for my call to you today is that I have received your resume for the role of (vacancy title) and I would like to talk about your application and assess your suitability for this role. Is now a convenient time for you to talk? (If not diarise a convenient time to talk & call back).
(If yes), great do you mind if I ask you a few questions in regard to your application?

Questions
	Are you legally entitled to work in Australia?
	[bookmark: Check1][bookmark: Text1]|_| Yes – specify status      
[bookmark: Check2]|_| No

	What is your availability?
	

	What motivated you to apply for this role?
	

	I have reviewed a copy of your resume, can you talk me through the relevant experience that would be beneficial to this role?
	

	What is the largest team you have led and how did you go about managing them?
	

	Where do you feel your strengths lie?
	

	What is your notice period?
	

	What are your salary expectations?
	



The role
· Briefly discuss the position and the organisation. Provide an overview & give the applicant the opportunity to ask any questions. 
· Tell the candidate about the benefits of working for (organisation)

Next steps

	Successful applicants
	Thank you for your time today. If you are interested, I would like to arrange a time for a more in-depth interview with (Name of recruiting Manager) and myself. Organise the date, time and location of the interview.

	Unsuccessful applicants
	Thank you for your time today. Unfortunately, on this occasion you have not been successful in moving forward for the role of (vacancy title) due to (give the candidate honest and quality feedback). Your resume is now on file and if you are interested, I would like to keep you in mind for future roles that may be more suitable.

	Continue screening other candidates before determining suitability 
	Thank you for your time today. I still have a few more telephone interviews to conduct before we will be moving forward. We will get back to you via telephone, email or mail by (date or time).



Interviewer comments
[bookmark: Text2]     
[bookmark: Check3]|_| Booked for interview 
[bookmark: Check4]|_| Verbally declined
[bookmark: Check5]|_| On hold
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