

          INTERVIEW CHECKLIST         

         

Before the Interview

(
Prepare interview questions.

(
Have a copy of the job description, department organization chart, and/or other relevant job-related information ready to share with the applicant.

(
Request confidentiality from all involved in the interviewing process.

(
Prepare interview room.

(
Ensure there are no interruptions during the interview.

During the Interview(s)

(
Warmly greet the applicant and thank him/her for coming.

(
Introduce candidate to those involved in the interview process.

(
Ask interview questions.

(
Provide information about the open position and work schedule.

(
Briefly outline salary and benefit programs.

(
Answer the candidate’s questions.

(
Ask the applicant if he/she has any additional information about his/her qualifications to share with you at this time.

(
Advise candidate of anticipated timeline for search finalization (be sure to allow yourself plenty of time).

(
If a candidate appears especially well-qualified, ask him/her to sign the Waiver and Authorization to Obtain Records.

After the Interview

(
Gather comments from other interviewers and seek any additional employment-related information needed to narrow field to finalists.

(
Using all relevant information, select the best-suited applicant.

(
Immediately contact HR to request background verification and arrange for any required tests/exams of top candidate.  Return his/her employment application and resume to HR.

(
Determine the appropriate level of compensation to offer to your top candidate.

(
Contact HR with the details of the offer you want to extend and to initiate an offer letter from HR.  After you’ve coordinated these details with HR, you may call and extend a verbal job offer to the selected candidate.

(
Return all application materials and Employee Selection Form to HR, who will send reject letters to those candidates not accepted.

(
Prepare for your new colleague to join PLU!
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