 

Interview Assessment Sheet

	Candidate :
	Role :

	Date :
	Interviewers : 



Agenda:
· Introductions 
· Overview of the company, department and the role
· Motivational questions
· Overview of CV 
· Technical questions
· Competency questions 
· Practical questions
· Candidate Questions 
· Closing Statements – Next Steps 

	Question
	Response /evidence provided
	Positive Indicators
	 Score
   (1-4)

	Introduction to company & role

What do you know about COMPANY NAME, and what is your understanding of this role? 

Interviewer provides an overview of the company, the department and the role
(Can be adapted for internal candidates as appropriate)


	 


	
How well has the candidate researched the company & role?

How well do they comprehend and communicate the information?

	

	Motivations:

What attracted you to apply for this role & company?

Why are you leaving your current position? (or left last role)




	
	
How well reasoned are their considerations?

Further follow up required?

	

	CV Introduction

In no more than 5 minutes, please give a brief overview of your CV to highlight the experience you feel will be most relevant to this opportunity

What are the areas of development you feel you might have in this role?


	
	How concisely did they do this?

How relevant was the information?

How well do they understand the requirements of the vacancy?
	

	Technical questions

Line Manager to run through any areas of key technical experience 








	

	How relevant is the candidates’ experience?

Are they technically able (or have capability) to perform the role?


	

	Competency 1







AND/OR





	
	
Context 

Action 

Result 











	

	Competency 2









AND/OR











	
	
Context

Action

Result
	

	Competency 3







AND/OR








	
    

	
Context 

Action

Result


	

	Competency 4





 

AND/OR







	
	
Context

Action

Result
	

	Competency 5







AND/OR









	
	
Context

Action

Result
	

	Competency 6







AND/OR








	
	
Context

Action

Result








	

	Practical Questions: (for external candidates)
Notice Period

Salary current & expectations

Right to work in the UK

	
	
	

	Ask if the candidate has any questions


	
	
	

	Inform candidate of next step in the process/timescales 

	
	
	

	
	
	
	

	Overall Evaluation

Strengths

Concerns

Feedback to give to the candidate

To be progressed to next interview / offer?
	
    






YES/NO/HOLD

	
	Total Score









TIPS FOR CONDUCTING A COMPETENCY BASED INTERVIEW

Introductions: 
Make the candidate feel welcome! Offer refreshment, explain the format of the interview, make introductions of participants.

A two-way process:
Competency based interviews don’t have to be stale, even though they are intended as a systematic means to collect evidence to predict someone’s likely success in a particular role. It is important to remember both parties are making judgements about the other, so it is important to create an environment whereby an appropriate two-way dialogue takes place, for rapport or insight building purposes. It is important to keep on track, but personalities will differ and can be managed accordingly.

Consistency: 
We would encourage you use the same interview template for each candidate to ensure the process is consistent and assessment of each candidate is conducted fairly. It is acceptable to follow slightly different lines of questioning to adapt to the flow of the interview providing each candidate has the same fair chance to adequately demonstrate their capability (e.g. alternating several questions within a specific competency to more adequately address a candidates experiences). Where possible interviewing in pairs can be helpful, so one person can scribe notes whilst the other leads on a question, perhaps alternating to involve all parties.

Assessing Competencies: 
The purpose of the competency based interview is to allow the interviewer to assess whether a candidate has the right capability/behavioural competence to perform the role to the required standard. This is done through the use of real-life examples where the candidate has had to evidence this behaviour in a situational context (or hypothetical if no real-life example exists). To assess this effectively, interviewers should record information objectively against the headings below (STAR is a common option too), and probe where necessary to ensure they have given the candidate sufficient opportunity to provide relevant evidence to demonstrate their level of competence, and this information is scrutinised as robustly as possible.  Interviewers should write up their notes as soon as possible after the interview.

· Context – What was the scenario they faced and what tasks where they required to perform as a result? Ensure was the selected scenario is appropriate to demonstrate the behaviour required.

· Action – what evidence of the behavioural competence is shown through the candidates’ actions in response to the situation they faced?

· Result – What was the outcome of their action? Can the candidate display the understanding of why it was positive or negative that duly reflects the desired level of behavioural competence? 

Scoring: 
Scores of 0 to 4 (below) should be awarded to each question asked. 

4. Provides very strong evidence to comprehensively meet or exceed the required capability level of the competency 

3. Provides sound evidence to meet the required capability level of the competency 

2. Provides some evidence to partially meet the required capability level of the competency

1. Does not provide any evidence meeting the required capability level of the competency

0. Responses indicate a negative behaviour which automatically disqualifies their appropriate candidacy *


*The option to score a 0 is advised on a discretionary basis to automatically reject a candidate if they have displayed a behaviour that is deemed unacceptable as a key requirement for the role, or a potential employee of the company. This would need to be legally justifiable and clearly documented (an example might be inappropriate behaviour or recurring evidence of failure in a key area).    
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