Step Two: Interview and Selection

Sample Interview Guide

Candidate Name Interviewed by

Position Date

Introduction

Make the candidate feel at ease and set the tone for the interview:
— Ifthe interview is in person, offer a glass of water, coffee, or tea.
— Introduce yourself and any other interviewers.

— Provide an overview of how the interview will proceed and the format.

Research: Knowledge of the Organization and the Role

1. Question

1 Unsatisfactory
2 Basic
What can you tell me about our
organization and your understanding of this 3 Solid
job?
4 Advanced
5 Expert
Notes

Purpose of the question: To determine if the candidate has conducted research about the company and the requirements of
the job. This is an opportunity to assess their understanding of our vision, mission and values and the work required of the role.
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Step Two: Interview and Selection

Experience: Work History and Experience

2. Question

1 Unsatisfactory
What is it about this job opportunity, now, )
with this organization? 2 Basic
(Areas to probe: Why do you want to work 3 solid
here? How does this fit in with your career 4 Advanced
plans?)

5 Expert
Notes

Purpose of the question: This question will help provide an understanding of where they are on their career path and if they
can make the connection to the required work of the role and how their skills and abilities will contribute to the organization.

3. Question

Tell me/us about your current/most recent
role:

What are your core accountabilities?

What do you enjoy most/least?

1 Unsatisfactory
2 Basic

3 Solid

4 Advanced

5 Expert

Notes

Purpose of the question This question will allow the interviewer to understand the level of work and capabilities within their
current or most recent role. It also provides an opportunity to probe around gaps in the resume.
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Step Two: Interview and Selection

4. Question - Project Management

Tell us about a project or key deliverable
in your current/last job that you are most
proud of and why.

(Probe: how was it accomplished, what
challenges occurred and how did they
overcome them?)

1 Unsatisfactory
2 Basic

3 Solid

4 Advanced

5 Expert

Notes

they were able to accomplish it/overcome challenges.

Purpose of the question: This question allows you to assess the type of work that the candidate views as important and how

5. Question - Analytical Ability

Tell us about a time when you used your
analytical skills to uncover a problem. How
did you discover the problem? What did you
do after you discovered it?

1 Unsatisfactory
2 Basic

3 Solid

4 Advanced

5 Expert

Notes

Purpose of the question: This question will help you understand the candidate’s level of analytical ability, if they are curious,
detail-oriented, can solve problems and if they are proactive about solutions.
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Step Two: Interview and Selection

6. Question - Stress Management

1 Unsatisfactory
What was your most stressful project?
Why was it stressful? What did you do to 2 Basic
manage the stress? How did the project
turn out? 3 Solid
(Probe: what did they learn, and have they 4 Advanced
applied that learning?)

5 Expert

Notes

Purpose of the question: This question helps to assess the types of stressful situations they may have experienced, how they
managed that stress and what they may have learned through the experience.

7. Question - Innovation

1 Unsatisfactory
Please describe a time when a manager .
: : 2 Basic
asked you to come up with a creative way to
complete a project. 3 Solid
What was the situation, what steps did you 4 Advanced
take and what was the result?
5 Expert

Notes

Purpose of the question: This question helps to determine if the candidate has previously displayed the ability to think
innovatively and to problem solve.
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Step Two: Interview and Selection

Technical: Role-Specific/Subject Matter Expertise

8. Question
1 Unsatisfactory
2 Basic
Insert Technical Question 3 Solid
4 Advanced
5 Expert
Notes
Purpose of the question: Explain the purpose of the question.
9. Question
1 Unsatisfactory
2 Basic
Insert Technical Question 3 Solid
4 Advanced
5 Expert
Notes
Purpose of the question: Explain the purpose of the question.
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Step Two: Interview and Selection

Culture Fit: Fit Within Team and Organization

10. Question - Adaptability

1 Unsatisfactory
2 Basic
How do you adjust to new situations or 3 Solid
different ways of working?
4 Advanced
5 Expert

Notes

Purpose of the question: This question allows you to assess how the candidate adapts to change.

11. Question - Interpersonal Skills

Inclusion: Diversity & Intercultural Competency

1 Unsatisfactory
Tell me/us about your most recent
experience working with a team: 2 Basic
What role did you adopt within that team? 3 Solid
How did you interact with team members
who are different from you or who work 4 Advanced
remotely?
5 Expert |:|
Notes

team.

Purpose of the question: This question is about how the candidate works within a team environment and with people from
different backgrounds. You can also assess if they tend to take a leadership role or prefer to play a supporting role as part of a
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Step Two: Interview and Selection

12. Question - Accommodations/Adjustments (Disability)

1 Unsatisfactory
2 Basic
What adjustments, if any, would be required .
. . .. 3 Solid
for you to succeed in this position?
4 Advanced
5 Expert

Notes

Purpose of the question: The question allows for the candidate to disclose any adjustments or accommodations that they
may need. It provides an opportunity for a candidate to self-disclose if they have a disability and focuses on ability (what they
can achieve through adjustments/accommodations). It also provides an understanding of how to better accommodate them
through the interview process.

Closing the interview

— Advise the candidate of next steps and when they can expect to hear from you or someone in
the organization.

— Provide an opportunity for the candidate to ask some questions.

Summary notes:

How to use the rating system:

After each interview, rate the candidate's response to each question. Add up the scores for each
category. The categories may be adjusted to match the categories used within the interview
guide and may change depending on the job the candidate has interviewed for (i.e., sales vs.
engineering).
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Step Two: Interview and Selection

Overall Rating

Research /5
Experience /30
Technical Knowledge /10
Culture Fit /5
Inclusion /10
Total score: /60

Shortlist for next round of interviews.

Recommended Next Steps (Check all that apply)

Keep resume on file for future opportunities.

Recommend for another job within the organization.

Decline: Inform candidate that they are not being moved
forward in the interview process.
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