CONFIDENTIAL

Interview Rating Sheet 

   Date: 2012-11-28 
Applicant: [FIRST LAST]
              
Competition: [#]                                        
Position: [TITLE]
           Time: 5:03 PM


Classification: [INSERT]
Panel Members: [INSERT NAMES]
                    

Process Overview
· Introduction to Panel Members 
· Describe interview process: take turns asking questions, opportunity for questions at end
· Provide resources: description, posting, copy of interview questions, notepad/pen
If you wish, determine which questions will be asked by each panel member using the table below.
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	Panel Member
	Item/Assessing
	Question
	Response notes
	Score

 (1 – 5)
	

	Name
Name
	Introduction & Warm-up question
Knowledge
	1. Tell us why you are interested in the position, and how it fits into your career goals?
______
2.  [INSERT QUESTION]

	______

	______
	Q1

Q2



	Name
	Experience
	3. [INSERT QUESTION]
	
	
	Q3



	Name

Name
	University community – Equity and Diversity

Item 5
	4. [INSERT QUESTION]
______
5. [INSERT QUESTION]

	______
	______
	Q4
Q5

	Name

Name 
Name

Name 


	Knowledge

Communication Problem Solving

	6. [INSERT QUESTION]
______
7. [INSERT QUESTION]

	______
	______


	Q6
Q7
Q10

Q11



	Name

Name 


	Communication and Personal Effectiveness
	With a focus on work styles and communication, tell us about the type of work environment, you believe to thrive best in.  
Without question the role can be stressful at times. What do you do to take care of yourself to ensure you remain healthy and effective in both your job and personal life? 

	
	______
	Q12
Q13

	Name

Name 


	Time 

Management, 

Organization 

skills, 

Detail, 

Calm under 

pressure, 

Self- 

management, 

Self-awareness,

Trouble 

Shooting 
	
Please give us an example of a time when you
had the sense you were losing control of
several urgent and competing priorities. 
How did you approach the problem?  


The role is demanding in that it requires a 
combination of time spent
[INSERT QUESTION], [INSERT QUESTION]. Describe how you approach balancing these types of 
demands to ensure you are productive and 
effective.


	
	______
	Q14
Q15

	Name

Name 

Name
	
INSERT
Request/confirmation of reference checks

Close of Interview and Questions
	INSERT
Part of our assessments will include completion of reference checks. (check their application) – if references included: can you please confirm your # most recent past supervisors are included and are we able to contact them at the information provided? 
If references not included: can you please provide us with your # most recent past supervisors? 

We are anticipating that a decision may be made within TIMELINES. We will contact you directly to provide you with the results of this competitive status. 

Did you have any questions about this opportunity? 
	
	______


	Q16



Additional Notes:

References and permission for reference checks




Expected Date of Decision





Other?
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