



Interview Guide Checklist
 
[bookmark: JobTitle1]Job title: [Job Title]
 
[bookmark: JobLocation1]Location: [Work Location]
 
[bookmark: ApplicantName1]Applicant: [Applicant Name]
 
[bookmark: InterviewerName1]Interviewed by: [Interviewee Name] 			Date: [Date Interview Conducted]	
 
	Introduction checklist
	 

	1. Introduce yourself, welcome the applicant and thank him/her for coming.
	 

	2. Explain the role and structure of this interview. Inform the applicant that you will take notes during the interview.
	 

	3. Briefly explain why the vacancy exists, if appropriate.
	 

	4. Place the vacancy in context, providing an overview of the business and its plans plus details of how the vacancy fits into the organisation structure.
	 

	5. Briefly describe the role and responsibilities of the job and provide a copy of the job description if available.
	 

	6. Move towards the specific interview questions.
	 

	7. Remember that assessment and selection criteria must be based on job-related competencies in order to prevent possible breaches of equal opportunity legislation. Avoid asking about race/ethnicity, disability, sexual orientation/identity, marital/relationship status, family responsibilities, religious or political beliefs and affiliations (unless these are necessary for the role).
	 

	Essential criteria
	 

	1. [bookmark: EssentialCriteria1][Essential knowledge, skills, qualifications and experience] 
	 

	Desirable criteria
	 

	1. [bookmark: DesirableCriteria1][Desirable knowledge, skills, qualifications and experience] 
	 

	Assessment of criteria
	 

	1. [bookmark: AssessmentQ1][Set out the questions relating to each criterion that you will ask the applicant] 
	 

	Other questions/discussion
	 

	1. Allow the applicant time to ask his/her own questions, and to explore/discuss any other issues.
	 

	1. Explain other information about the job, such as salary, working hours, fringe benefits, HR policies, etc.
	 

	Conclusion checklist
	 

	1. Explain next stage(s) of the recruitment/selection process and indicate a time frame for them.
	 

	1. If you intend to contact referees nominated by the applicant (or alternate referees you may nominate), ensure you have the applicant’s permission to do so (alternatively, this question may be asked at a later stage if contact with referees will not be made until a later stage in the recruitment process, for example after a further interview or when a shortlist of candidates has been finalised).
	 

	1. Give the applicant a final opportunity to ask further questions.
	 

	1. Thank applicant for attending and arrange their departure.
	 

	1. Make sure you have completed the Assessment of Criteria section above.
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An overview

This Interview Guide Checklist is designed, to ensure the interviewer obtains information that is required
to assess whether each applicant is suitable. Also to ensure that each applicant is treated in a non-
discriminatory way by being asked a consistent series of basic questions. This helps to prevent the
interviewer asking questions that are unlawful or inappropriate.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at
law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





