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INTERVIEW REPORT

Summary:

A full report of the interview should be prepared as soon as possible afterwards, while it is still fresh in your memory. Otherwise, gaps in the memory will be subconsciously filled in, resulting in less reliable information. This is particularly important if several applicants are interviewed on the same day. 

· The interview report should contain all the necessary identification data and should be based on the interview plan or guide. Notes made during the interview will also be used here. 

· Many application forms have a separate section where a report may be written up. A large number of organisations use an interview assessment form. 

· Care is needed when using an interview assessment form. The various factors assessed will have different weightings for different positions, yet it is likely that a standardised form will be used for all vacancies in the organisation, in similar fashion to application forms. Therefore, it is risky to rely unduly on an overall ``score'' from the form. Ideally, each position will have a separate rating scale based on the selection criteria established earlier in the selection process. 

· Basically, the interviewer has to assess the following factors: 

1. Does the applicant have the minimum knowledge, competencies, experience and qualifications to perform the job? 

2. Is the applicant's personality acceptable for the job? 

3. Is this person the best applicant for the job? And 

4. Will this person survive in and stay with the organisation?

· Assessment should concentrate on looking for recurring patterns of behaviour in the past, as these are likely to be the best guide to future performance. Isolated events should not be disregarded, but must be kept in perspective with the rest of the information. 

· Be careful to distinguish between factual information and opinions — for instance it may be fact that a person has changed jobs three times in 12 months, but it is opinion only (unless there is evidence) that this is because the person is lazy, difficult, or argumentative. 

· As well as preparing a report evaluating the candidates, the interviewers should also evaluate themselves, and the interview process. This will help in detecting faults and shortcomings in the interviewing techniques, and will assist in improving interviewing skill. 
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Position Title:

Interviewer/s:

Candidate:

Date:

1. Specialist Skills: Confirm that the applicant has the essential experience and level of skill required for the position.

Criterion YIN? Comments
Qualifications: Insert requirement.
Education
Employment History
2. Essential Criteria: Confirm that the applicant meets the essential criteria for the position.
Criterion YN Comments

1. Insert criterion and definition.

2. Insert criterion and definition.
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Criterion Y/N Comments

3. Insert criterion and definition.

4. Insert criterion and definition.

5. Insert criterion and definition.

6. Insert criterion and definition.

3. Desirable Criteria: Determine if the applicant meets the desirable criteria for the position.

Criterion Y/N Comments

1. Insert criterion and definition.

2. Insert criterion and definition.
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Criterion YIN Comments

3. Insert criterion and definition.

4. Insert criterion and definition.

4. Organisation Fit: Determine if the applicant will “fit” successfully within the team and culture.

1. Will the responsibilities of the position result in personal satisfaction for the applicant?

2. Does the applicant identify with the company’s values and “way of doing things™?

3. Would the applicant increase diversity within the team?

4. Can the company accommodate the applicant's remuneration expectations?
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Specialist Skills: All I:‘ Most I:‘ Some D

Essential Criteria: All I:‘ Most I:‘ Some D
Desirable Criteria: All l:‘ Most l:‘ Some
Organisation Fit: All Most I:‘ Some D
Summary Comments:

None \:‘

None
None

None \:\

6. Action: Indicate follow-up action to be taken with the applicant.

Advise unsuccessful: D &
Keep as areserve: D Z
Conduct reference check: D &
Conduct pre-employment medical: D &5
Offer position: D &

7. Declaration:

| declare this to be a true and accurate record of the interview assessment of the applicant.

Interviewer 1: Interviewer 2: Interviewer 3:





