Record of Interview

Structured Interview Questions

	
	Record Overall Rating of this Applicant (Check One):
                    FORMCHECKBOX 
  (BA) Below Average                   FORMCHECKBOX 
  (A) Average                   FORMCHECKBOX 
  (AA) Above Average


	
	Position Class:
	
	
	Position Number(s):
	

	
	Working Title:  
	
	
	Division:
	

	
	Grade:
	
	
	Position Competency Level:
	

	
	
	
	
	
	

	
	Interviewer Name:                                                                                       
	
	
	Interview Date:
	

	
	Applicant’s Name:                                                                              
	
	
	Interview Time:
	


· Welcome applicant and introduce members (name and title) of interview panel; show applicant and describe organization chart(s) relative to position.

· Explain the purpose of DOA and Division, and the essential duties/responsibilities of position, including work hours and work conditions as applicable to the position.

· Explain the Structured Interview Process; members of the interview panel will rotate asking pre-determined/Structured Questions to the applicant to assess qualifications for the position.  
· Encourage the applicant to ask to have a question repeated if necessary.
· Inform applicants they can ask questions during the interview, and will be asked if they have any final questions at the end of the interview.

· Explain that after the interview, applicant should receive written notification of the outcome typically within two weeks.
	Question No. 1:    


	Interviewer Notes:

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________



	Question No. 2:    


	Notes:

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________



	


	Question No. 3:    


	Notes:

_____________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________



	


	Question No. 4:    


	Notes:

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________



	


	Question No. 5:    


	Notes:

_____________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________



	


	Question No. 6:    

	Notes:

_____________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________



	


	Question No. 7:   


	Notes:

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________



	


	Question No. 8:    


	Notes:

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________



	


	Question No. 9:    

	Notes:

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________



	


	Question No. 10:   

	Notes:

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________



	


	Question No. 11:    

	Notes:

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________



	


	Question No. 12:    


	Notes:

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________



	


	Question No. 13:                                        

	Notes:

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________



	


	Question No. 14:    


	Notes:

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________


	


	Question No. 15:     


	Notes:

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________



	


	Summary Results of Interview

	General Notes:

__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________
Overall Rating of this Applicant (Check One):
              FORMCHECKBOX 
  (BA) Below Average                     FORMCHECKBOX 
  (A) Average                        FORMCHECKBOX 
  (AA) Above Average




Interviewer Signature: ______________________________________       
Date: _____/_____/_______

Interviewer’s Printed Name: __________________________________

Interviewer

Please remember to write your name and the name of the applicant on the front page of this Record of Interview, as well as the Date and Time of the interview.       
DOA Human Resources Management Division
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