INTERVIEW FRAMEWORK TEMPLATE

	Job vacancy:
	Date of interview:

	Candidate’s name:  
	First round interview OR second round interview:

	Panel members: 


HR Representative:

Advise candidate of Panel introductions, format and length of interview

	Interview focus/ selection criteria
	Questions/Notes
	Panel Member to lead 

	List selection Criteria
	Formulate interview questions against selection criteria
	Select panel member to lead set of questions

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Open session
	Questions from the panel on any gaps/ queries on candidates CV and experiences
Request questions from candidate (if any)
Check if candidate has received a copy of Job Description and a summary of the Terms and Conditions of Employment  

Determine availability/ notice period

Interview close

	Facilitated by HR staff member or panel coordinator

	Written and oral skills
	Review written materials provided (if any)
Language skills – review CV and discussion in interview and check on level of languages required for the job
	


INTERVIEW NOTES:

Candidates Strengths:

Candidate’s weaknesses:

Overall recommendation, Suitable/ Not suitable and Why? 
Next steps:  2nd interview recommended/Complete reference checks/medical check/other checks (eg. If driver position, check license etc)
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