INTERVIEW PACKET

TABLE OF CONTENTS

1. Applicant Interview Evaluation Form

2. Applicant Response Letter (General Acknowledgment Response)

3. Applicant Response Letter (General Negative Response)

4. Applicant Response Letter (Response After Interview)

5. Pre-Employment Reference Check (By Mail)

6. Telephone Reference Check

7. Suggested Interview Questions

8. Telephone Reference Check ( Addendum for Management & Supervisory)

9. Verification of Education

10.Verification of License

THE COMPANY





APPLICANT

INTERVIEW EVALUATION

	Applicant Name:


	Date/Time:

	Position/Dept.:


	Interviewer:


	GENERAL REQUIREMENTS
	COMMENTS
	RATINGS

Lo      Hi

	Education
	
	1    2    3

	Relevant Experience
	
	1    2    3

	Technical Knowledge & Skill
	
	1    2    3

	Communication Skills
	
	1    2    3

	Maturity
	
	1    2    3

	Motivation
	
	1    2    3

	Overall Fit
	
	1    2    3

	Targeted Skill:
	
	1    2    3

	Targeted Skill:
	
	1    2    3

	Targeted Skill:
	
	1    2    3

	Overall Rating
	1    2    3

	Recommend:

  Further Interview

  Hire 

  Reject

	If rejected, reason:



	Comments: 



	Signature of Interviewer: 






Date:


THE COMPANY
APPLICANT 

RESPONSE LETTER

General Acknowledgment Response
	This response can be sent to all applicants, whether or not there is further interest.


	(Date)

(Address)

Dear _____________,

Thank you for your interest in employment opportunities with THE COMPANY.  We will review your qualifications and compare them with our present requirements.  

If your background matches our current needs, we will contact you.  If not, we will maintain your resume or application on file.  (Optional: All applications/resumes are maintained in an active status for six (6) months.  If an opening develops within that time for which you are potentially qualified, we may contact you.)

Thank you for your interest in THE COMPANY, and good luck in your future endeavors.

Sincerely,




THE COMPANY





APPLICANT 

RESPONSE LETTER

General Negative Response
	This response indicates the application has been considered and there is no further interest at the present time.


	(Date)

(Address)

Dear _____________,

Thank you for your interest in employment opportunities at THE COMPANY.  While your background and experience are impressive, they are not closely aligned with our current requirements.  

All resumes and applications for employment are maintained in an active status for six months.  If a suitable opening should develop, we will contact you at that time.

We sincerely appreciate your interest in THE COMPANY and wish you every success in your career endeavors.

Sincerely,




THE COMPANY
APPLICANT 

RESPONSE LETTER

Response after Interview
	This response can be sent to applicants who have been interviewed and whom THE COMPANY does not wish to hire.


	(Date)

(Address)

Dear _____________,

Thank you for speaking with us recently regarding employment opportunities with THE COMPANY.  While we were impressed with your credentials, we have decided to select a candidate whose background and experience more closely fit our requirements.  

All resumes and applications for employment are maintained in an active status for six months.  If a suitable opening should develop, we will contact you at that time.

We sincerely appreciate your interest in THE COMPANY and wish you every success in your career endeavors.
Sincerely,




THE COMPANY
PRE-EMPLOYMENT

REFERENCE CHECK
(by mail)

	To: 

_________________________________________
Date: _______________________

Address:
__________________________________________

__________________________________________
Attention: __________________

We would appreciate your help in verifying the information below regarding an applicant for employment. The information you provide will assist us in making our hiring decision.  A stamped, self-addressed envelope is enclosed for your convenience in replying.  Thank you for your cooperation.

Sincerely,

__________________________________




	The following information was provided to us by the applicant.  Please make corrections if appropriate.


	Name:
	Social Security Number:

	Dates of Employment:

From:


To:

	Job Title:
	Final Base Salary: $                        per 

	Duties:



	Reason for Termination:

	The Termination was:   Voluntary
 Involuntary
	Is the applicant eligible for rehire?   Yes
 No

	If No, why not?

	Please comment on the following:

	Performance
	 Excellent
   Good
  Fair

 Poor

	Attendance
	 Excellent
   Good
  Fair

 Poor

	Cooperation
	 Excellent
   Good
  Fair

 Poor

	Initiative/Responsibility
	 Excellent
   Good
  Fair

 Poor

	Safety
	 Excellent
   Good
  Fair

 Poor

	Additional comments:



	Completed by:

	Print Name:
	Title:
	Date:


TELEPHONE

REFERENCE CHECK

	Applicant Name
	Position
	Date

	Person Contacted
	Position
	Phone

	Company
	Relationship to Applicant

	“My name is _____________________ with _____________________.  Your name was given to us as a prior employment reference by ____________________ whom we are considering for a position as ______________________ with our Company.  Do you have a few minutes to talk to me about ____________________’s work?  The information you provide me will assist us in making our hiring decision.  Thank you.”

	What were the dates of employment?

From:


To:
	What position did he/she hold?

	What were his/her duties?



	How would you describe the quality of his/her work?



	What were his/her strengths or best skills?



	Did he/she have any weakness or areas that needed improvement?



	Can you comment on:

	Attendance?
	Dependability?

	Attitude?
	Motivation?

	Need for Supervision?
	Advancement Potential?

	How did he/she get along with her co-workers?

	Can you verify his/her salary?
	Is he/she eligible for re-hire?
 Yes
 No

	Why did he/she leave?

	Questions regarding specific skills and/or abilities related to the job applied for:



	Is there anything else we should know in considering him/her for employment?



	Completed by:
	Title:


THE COMPANY




SUGGESTED 

INTERVIEW QUESTIONS

	Applicant Name:
	Date/Time:

	Position/Dept.:
	Interviewer:

	JOB INQUIRIES  (for all applicants)

	1.
Verify dates of employment.

2.
If there are gaps in employment between jobs, ask:

a.  What is the reason?, and

b.  What were you doing during that period of time?

3.
What are/were your responsibilities/duties in your present/prior job?

4.
a.  What do you like most in your present/prior job?

b.  What do you like least in your present/prior job?

5.
What sort of pressures or priorities do you have in your present/prior job?

6.
Why do you want to/did you leave your present/prior job?

7.
Describe your boss.

8.
Verify salary.

9.
What salary do you want/need to make?

10.
If offered a job at our company, can you show us documents that prove you have a legal right to work in the U.S.?

11.
Questions regarding specifics of experience, skills, etc.
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THE COMPANY




SUGGESTED 

INTERVIEW QUESTIONS

	Applicant Name:
	Date/Time:

	Position/Dept.:
	Interviewer:

	FIT INQUIRIES  (for all applicants)

	12.
Why did you apply for this job?

13.
How do you know if you are successful in your job?

14.
What are your strengths/best skills?

15.
What are your weaknesses/areas that need improvement?

16.
If you are hired for this job, what would you like to be doing in our company 1 year from now?

3 years from now?

17.
What are your long-terms goals in your career or life?

18.
If you could design a perfect job for you, what would it include?

19.
Give me an example of a time when your work was criticized and tell me how you reacted to it.

20.
Describe the best/worst boss you’ve ever had and why.

21.
Other questions specific to job or application.



	Comments:




Page 2 of 3
THE COMPANY




SUGGESTED 

INTERVIEW QUESTIONS

	Applicant Name:
	Date/Time:

	Position/Dept.:
	Interviewer:

	QUESTIONS FOR MANAGEMENT/SUPERVISORY APPLICANTS

	1.
Tell me about the management/supervisory experience you’ve had.

2.
How would your most recent boss describe you?

3.
How would your peers describe you?

4.
How would your subordinate employees describe you?

5.
Tell me about a time when you became impatient or frustrated in dealing with a subordinate or peer; what did you do?

6.
Have you ever fired anyone?  Tell me about it.

7.
What do you look for in hiring a new employee?

8.
Describe your management style.

9.
What were your key objectives for last year?

a.  Were they achieved?

b.  How?

10.
What kinds of decisions are difficult for you?

11.
Describe a difficult problem you have had to solve and how you solved it.

12.
What is there that is important to know about you that is not on your resume/application?



THE COMPANY
TELEPHONE

REFERENCE CHECK


(Addendum for Management/Supervisory Candidates)

	For applicants for management or supervisory positions, ask the following in addition to the information contained on the standard Telephone Reference Check form. 


	Applicant Name
	Position
	Date


	How would you describe this person’s management style?



	What did subordinates and peers think of this person?



	Please tell me about his/her performance record at your Company.



	Tell me about his/her organizational skills.



	Tell me about his/her technical abilities.



	In your opinion, what were the person’s major accomplishments while working for your Company?



	For what type of work do you think this person is best suited?



	How would you describe this person’s personality?



	Did the person have any personal problems, which affected his/her performance?



	Give THE COMPANY representative a brief background of the position and the requirements.  Ask if this person believes the applicant would be successful in such a position.




THE COMPANY

VERIFICATION OF EDUCATION
	Part 1 - To be completed by Company:

	To: 

_____________________________________
Date: _______________________

Address:
__________________________________________

__________________________________________



Attention: Student Records

The individual named below has given us permission to obtain a written verification of education regarding his/her school record.  Please complete Part 3 of this form and return to us at your earliest convenience.  The information you provide will assist us in making our hiring decision.

Thank you for your assistance in this regard.

_____________________________________

(Company)

By:
______________________________________



(Signature)

______________________________________

(Print name)








	Part 2 - To be completed by Employee:

	Current Name (Please print)
	Social Security Number

-                -
	Date of Birth



	Student Name(s) Formerly Enrolled Under:
	Dates of Attendance: (For verification of secondary education only)


	I authorize the release of the information as requested below.

________________________________
Date: ___________

(Former Student)

	Part 3 - To be completed by School

	Type of Degree Earned:
	Number of Units Completed:

	Major Field of Study:
	Grade Point Average:

	Honors Received:

	Comments:__________________________________________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________
Date: ___________

(Signature)____________________________________

(Title)________________________________________


 THE COMPANY

VERIFICATION OF LICENSE

	Name:
	SSN:

	License Number:

	License Type:

	Licensing Agency:

	Telephone:

	License Status:

	Confirmation Number:

	Expiration Date:

	Date Verified:

	Name of Person Providing Verification:

	Print Name:

	Comments:



	Verified by: ________________________________________________

Signature



Print Name


