Interview Assessment Form 
 
	Post 
 
	 

	Candidate 
 
	 

	Interviewer 
 
	 

	Date 
 
	 


 
INTERVIEW  CRITERIA	 
The following criteria have been drawn from the job specification.  The questions are designed to allow the candidate to talk about their skills/experiences relating to the criteria.  Brief notes should be taken as a summary of the candidate’s response to questioning around these criteria.  Candidates can and do request feedback so it’s important you maintain your notes so you can refer back to at a later date. 
 
	 
	Question 
	What we are looking for  
	Comments 
	0-5 

	 
 
[Who] 
 
[mins] 
	Introduction 
Welcome and introduce the panel/interviewers.    
Outline the interview format and how  long it will last, taking notes, opportunity to ask questions at end.  
	Experience, skills, competencies  
 
	 
	 

	Q1 
[Who] 
[mins] 
	 
 
	 
	 
	 

	Q2  
[Who] 
[mins] 
	 
	 
	 
	 

	Q3 
[Who] 
[mins] 
	 
	 
	 
	 

	Q4 
[Who] 
[mins] 
	 
 
	 
	 
 
 
	 


 
	Q5 
[Who] 
[mins] 
	 
	 
	 
 
 
	 

	Q6 
[Who] 
[mins] 
	 
 
	 
	 
 
 
	 

	Q7 
[Who] 
[mins] 
	 
	 
	 
 
	 

	Close 
 
[Who] 
 
[mins] 
 
	· Your opportunity to ask us any questions you have at this stage.   
· Interviewer to check notice period. 
· Confirm salary, terms & conditions of role, contact details for confirming outcome of interview.  
· When we will let you know outcome of interview. 
	 
 
 
 
 
 
	 
	 





Rating	Description			 
0 = Question not answered or answered minimally
1 = Answer shows very limited knowledge of criteria - would need extensive training/qualifications in order for them to fully meet the criteria 
2 = Answer shows limited knowledge of criteria – Has some knowledge of the criteria, whether by exposure or basic training, however would need a lot of training in order to meet this criteria; 
3 = Answer partially meets criteria – has good degree of knowledge/skills/qualifications with some gaps, but would be able to fill those gaps with some training.
4 = Answer predominately meets the criteria – has an excellent knowledge of this criteria whether by knowledge or experience, with very few gaps of knowledge Would require minimal training; 
5 = Answer given fully meets question criteria                                                               
 
	Overall comments for feedback and recommendation  
 







