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Interview Guide
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Applicant’s Name:
__________________________________________


Questions:

1. Why are you considering a career/job change?

2. Please provide me with a brief synopsis of your duties in your current/most recent position.

3. Tell me about the experiences you’ve had in your life that make you passionate about working for a nonprofit.

Criteria to consider:

Is this candidate - 



Articulate?





 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO


Professional (including attire)?



 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO


Self-motivated, Energized?



 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

Was the candidate - 


Punctual?





 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO


Engaged?





 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO


Phone demeanor consistent w/in-person presentation?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

Name of Applicant: 








Work Background





· In reviewing your work history, what circumstances contributed to you leaving each position? 

· Tell me about your technical experiences with regard to the computer. On a scale of 1-10 with 10 being the expert level, how would you rate yourself in: 

	Technical Competency
	Rating

0-3
	Rating

4-6
	Rating

7-9
	Rating

10

	Word


	
	
	
	

	Excel


	
	
	
	

	PowerPoint


	
	
	
	

	Access/Database


	
	
	
	

	Outlook, calendar, email, tasks, contacts


	
	
	
	

	Other technology systems


	
	
	
	



Note: Recruiter must asks when appropriate how in depth a candidate knows a particular software 

Program (i.e. mail merge, when was it used last, formulas, back/front end of a system, etc.)

· All positions have pluses and minuses, what were the most rewarding aspects of a position you’ve had? What were the least enjoyable aspects of the position?

Specific Competency-based Questions

1. Tell me about a project unlike any project you’ve ever had before, tell me briefly what the project was, your role and how you proceeded without guidance from others.
2. How would you describe your level of assertiveness? (Give specific examples in which you were highly assertive, one in which the outcome was favorable, and one where it wasn’t)

3. Describe your decision-making approach when you are faced with difficult or challenging situations? 
4. Share with me a couple of the most difficult or challenging decisions you have made recently.

5. Share with me one or two key achievements with respect to your professional work experience(s).
6. Describe your interpersonal skills and your ability to work with others.
7. What type of work environment do you excel in?
8. Share with me your customer service philosophy/approach.  

9. Share with me a challenging project you’ve been involved with and three attributes that would describe your leadership/work style in handling projects.
10. Share with me three of your greatest strengths and two areas where you need professional growth.
	Greatest Strengths
	Areas for Growth Opportunity/Weaknesses

	1. 
	1. 

	2. 
	2. 

	3. 


11. Describe for me what your ideal career path looks like and what you are looking for in your next position.

Note: Recruiter MUST ask additional questions as it relates to a specific position to assess other competencies for a specific job function. PLEASE ADD ADDITIONAL QUESTIONS TO THE BACK OF THIS FORM AS NECESSARY.
Salary
Interviews
Vacation
Resume
Positions
Start Date

Temp		


	


Temp-hire  	


	


_________/hr





_________/yr





Start: 		
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