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Recruitment Toolkit Section One

Section One – Interviewing 

Instructions for completing the interviews 

The below interview template is a guide for conducting interviews for Contract and Project Manager roles within your Organisation. 

Note: The interview form template is at the back of this document 

Interviews should be conducted by at least two interviewers. This allows ratings to be compared and agreed upon post the interview, decreasing personal biases.

How long will the interview typically take?

Allow 1 ½ hours for the interview. Ensure you allow time to review the ratings straight after the interview. 

What type of interview is it?

The interview template provides a structured interview with most questions requiring candidates to provide behavioural examples of how they have demonstrated particular attributes in the past. (Please note the term attribute will be used in this toolkit to refer to an individual’s skills, competencies, knowledge and experience). 

What is a structured interview? 

Structured interviews help improve our ability to predict performance in the job and a growing number of employers are now taking this approach. A ‘structured interview’ means that: 

· questions are planned carefully before the interview 

· all candidates are asked the same questions 

· answers are scored using a rating system 

· questions focus on the attributes needed in the job

Gaining behavioural examples

What is a ‘behavioural example’?

A behavioural example describes a specific past event, which you can use to rate a competency or skill.  The behavioural example must have sufficient detail to convince the interviewer that the event did, in actuality, occur.  You will know when candidates are thinking of behavioural examples because they often stare into space with a blank expression.  Apparently, candidates visualise the actual event, or as described by Behavioural Interviewers, they “run a movie” in their heads.

When gaining behavioural examples, remember that:
· A single behavioural example may reflect a complex action or event providing information on several different skills.

· Being tactful helps the candidate give behavioural examples.  Try to make the interview more like a conversation than a cross-examination.

· If the candidate feels uncomfortable, emphasise that gaining behavioural examples will help you match the person to the job.

An interviewer gains behavioural examples by probing for specific times when a skill was used.  Through careful and consistent probing, you will “teach” the candidate how to answer questions.  But remember it is up to YOU, the interviewer, to gain behavioural examples through TACTFUL probing.

Help the candidate give specifics

It is often difficult for the candidate to respond to each interview question with a specific example of a time when a particular competency or skill was used on the job.  

Answering each question with a specific example is a challenging task for most candidates.  You should consider using the following ideas and techniques as you gain job specific behavioural examples:

· After asking the question, remain silent for several seconds.  Don’t interrupt the candidate’s train of thought by shifting to another question.

· If the candidate cannot think of an example after several seconds, you may need to rephrase the question in order to stimulate the candidate’s memory.

· Avoid evaluating the candidate based on the amount of time taken to think of an example.  If the candidate can’t think of a specific, allow more time and be encouraging.

· Remind yourself that you are conducting an interview, not an interrogation.  If the candidate becomes unusually tense, try some easy questions to build confidence and show what you want.

All interviews should begin with rapport building, followed by a basic review of the position(s) for which the candidate is being considered.  

Prior to asking the pre-written interview questions, it is best to explain that you are using a structured interview in order to be thorough and fair with all candidates.  Explain that you will take notes to ensure that you can remember all the information you gain in the interview.  

How do I rate the candidate’s answers? 

Scoring questions

There are 2 interview questions for each of the competencies/skills/knowledge/experience identified in the profile. Ask the candidate one of these questions and score their response using the rating scale in the box below.

	Score

Strong evidence that competency/attribute/knowledge/experience is NOT present = 0

Evidence that skill IS present = 1 

Strong evidence that skill IS present = 2 

Insufficient evidence despite probing = 0


If the candidate provides strong and clear evidence in their response that they possess this competency, write ‘2’ in the box in the right-hand corner. 

If their response indicates that they possess a degree of this competency/skill/knowledge, score a ‘1’ in the box. 

If they either do not provide sufficient evidence of the competency or the response they give demonstrates that they do not possess this competency, ask them the second question. If on responding to the second question, they still have not provided evidence of this competency, score a ‘0’ in the box.

Example: 

Give me an example of a time when you had to deal with frequent job changes or unexpected events on the job. 

To make your rating: -

Ask yourself whether the candidate made productive use of time in the absence of supervision / direction? Whether they exhibited frustration, ineffectiveness and/or a clear dislike for ambiguity?

2 = strong evidence of productive use of time, no frustration, ineffectiveness or dislike of ambiguity

1 = some evidence of above

0 = no evidence of above or evidence to the contrary
	PART ONE 

	Interviewers:
	

	Date:
	

	Warm up Questions 

	All interviews should begin with rapport building, followed by a basic review of the position and the Organisation for which the candidate is being considered.  Please include these here. 


	PART TWO 

	The following questions are designed to assist you in determining the candidates level of competence in each of the areas identified in the profile. Please assign a rating.

	Skills 

	COMMUNICATION
1. Good listener 

Interview Question: Describe an incident when you had to listen attentively in order to act quickly enough to meet a deadline.

Answer guide: Answer should show that the candidate has good listening skills and that they are a dependable person who responds accurately to the central issues.

AND / OR 

Interview Question: How do you deal with situations when others are finding it hard to communicate effectively with you?

Answer guide: The candidate should have the ability to use their listening and interviewing skills to clarify issues and make points easier to understand. They should be able to influence the conversation in a way that allows other people to effectively communicate. In addition, they should not be impatient. 

	Notes: 

	Good Listener - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0


	(

	2. Clear Oral Communication
Interview Question: Describe a time when you took extra effort to make sure the person with whom you were communicating with had really understood your point. How did you do this?

Interview Answer Guide: The candidate's answer should show that they understand why clarification is an important part of communication.

AND / OR 

Interview Question: Give me an example of when you had to present complex information in a simplified manner in order to explain it to someone.

Interview Answer Guide: Candidate should be able to explain how they break up complex information to help co-workers easily understand the information.



	Notes:

	Clear Oral Communication - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	3. Clear Written Communication 
Interview Question: What processes do you use to clarify your written work and verify its accuracy? Have you developed a precise routine to confirm this accuracy?

Answer Guide: The candidate should demonstrate precision by insuring accuracy in the text, by asking others to proofread it, or by re-reading to check clarity and implication.

AND / OR 

Interview Question: Can you tell me about a recent writing assignment, what it entailed, and what steps you took to make sure the assignment was correct?

Answer Guide: Answer should indicate that the candidate is willing to expand their written proficiency, willing to proofread, and take the time to make sure facts are accurate.

	Notes: 

	Clear Written Communication - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	4. Concise and Timely Communication 
Interview Question: Tell me about a time when communicating information in a concise and timely manner was important? 

Answer Guide: Answer should indicate that the candidate is conscious of communicating in a concise and timely manner, the candidate should have several examples to draw on to support this. Consider also probing for examples of when the candidate failed to communicate in a timely and concise manner – in which case the candidate should be able to identify what they learned from the experience. 

	Notes: 



	Concise and Timely Communication - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	Overall Rating Communication: _________ 

(Average of the above ratings). 

	RESOURCE / PROJECT MANAGEMENT 

Interview Question: Tell me about a recent project/contract you have managed where you believed you obtained the optimal result for the Organisation in terms of project planning/management of resources/ budgets and time.

Answer Guide: The answer should demonstrate their overall effectiveness in this area (verify during reference checking)

	Notes: 


	Resource/Project Management - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	RELATIONSHIP MANAGEMENT 

Interview Question: Have you ever felt, during the course of your work, that the existing systems and solutions are not sufficient to meet the needs of key stakeholders properly and/or that they need to be changed?  If so, tell me more.

Interview Answer Guide: The candidate should show that they take initiative; are capable of changing current systems to improve how they manage key stakeholder relationships. 

AND/OR

Interview Question: What process or method do you use to manage key stakeholder relationships? How have you adapted this system/process recently? 

Interview Answer Guide: The candidate should be able to identify their method for managing key stakeholder relationships. The candidate should also be able to reflect on how the have refined this method.  

AND/OR 

Interview Question: What is the key to successful stakeholder management? 

Interview Answer Guide: The candidate should be able to quickly identify what they believe to be important factor/s to stakeholder management. The candidate should be able to identify actual examples of how they have applied these factor/s. 

	Notes: 


	Relationship Management - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(


	Competencies 

	LEADERSHIP 
1. Fostering Team Work 

Interview Question: How do you keep each member of the team involved and motivated, while keeping morale high? What steps do you need to take to achieve this? Give me an example of your involvement in a successful team effort. What role did you play? Why was the effort successful?
Answer Guide: The candidate should work hard to develop respect for each member of the team and try to make team members feel important. Mutual respect is vital to success.

	Notes: 



	Fostering Team Work - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	2. Able to Adapt  and Self Awareness 

Interview Question: In what situations do you prefer to use your leadership skills? Can you give me some examples? Tell me about a time when you experienced a major change to your normal work practices. How did you handle it?
Answer Guide: The candidate should have ideas about where their skills would work best (self awareness) and how they adapt to the situation. The candidate should show how they create solutions to tricky and unexpected situations when extraordinary leadership skills are needed.

	Notes: 



	Able to Adapt and Self Awareness - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	3. Decision Making / Decisive 

Interview Question: Explain an occasion where you had to make a decision on your own? Were you happy with your decision making process?

Interview Answer Guide: The candidate should show that they can think logically and wisely to arrive at a decision; that they have a balanced thinking process; and are not too gentle or too hasty in the decision making process.
AND/OR 
Interview Question: What is your preferred decision making style? (Ask the candidate to identify a time when they have had to act decisively). 

Interview Answer Guide: The candidate should be able to indentify that they can be decisive when necessary as well as employing other decision making styles according to the situation. 

	Notes: 



	Decision Making/Decisive - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	4. Inspirational

Interview Question: Tell me about a time when you and your whole team were demotivated for some reason. What did you do to raise spirits?

Answer Guide:  The candidate should express him/herself as a leader who can inspire and motivate their team. They should not give up easily, and should showcase the ability to empathise with other colleagues.

	Notes: 

	Inspirational - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	5. Empathetic 

Interview Question: Tell me about a time when a colleague or report strongly disagreed with your views, ideas, or way of working? How did you respond to this situation? What kind of relationship can you develop with such a person?

Answer Guide: The candidate should be able to indentify how they ‘put themselves in the other persons shoes’ in order to best understand their differing opinion. 

	Notes: 

	Empathetic - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	Overall Rating Leadership: _________
(Average of the above ratings).


	ORGANISED METHODICAL APPROACH 
Interview Question: When it is your responsibility to organise and plan a project what steps do you take?

Answer Guide: Answer should show preparation and focus when using organisational skills. The candidate should be able to prepare narrowly focused project plans.

Interview Question: What steps do you take when the work of a colleague threatens the completion of a project?

Answer Guide: The candidate should be able to accommodate and re-organise a schedule. They should be strong enough to sort out, with tact and success, any work deficiencies of a team member and communicate these with the co-worker.

	Notes:



	Organised Methodical Approach - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 

Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0


	(

	CUSTOMER SERVICE FOCUS 

Interview Question: How do you handle negative feedback from very angry clients? How do you respond to him/her?

Interview Answer Guide: The candidate should be able to manage customer complaints without being dominated; he/she should not be over-whelmed by a disapproving customer. 

Interview Question: Can you tell me about a time when you did some thing extra, which was not part of the routine activities assigned to you, but you did it for the benefit of the customer?

Interview Answer Guide: The candidate should want to put in the extra effort to provide better and more complete service to customers.



	Notes:



	Customer Service Focus - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(


	Knowledge 

	1. Knowledge of Contract Law OR Project Management Processes (as applicable) 

Interview Question: How would you rate your knowledge of Project Management processes OR Contract Law?  In what areas do you need to improve?
Interview Answer Guide: If possible verify this answer through testing AND/OR evidence in the workplace/reference checks.

	Notes: 



	Knowledge of Contract Law ORD Project Management Processes - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0


	(

	2. Knowledge of Health, Safety and Environment Practices 

Interview Question: How would you rate your knowledge of Health, Safety and Environment Practices?  In what areas do you need to improve?
Interview Answer Guide: If possible verify this answer through testing AND/OR evidence in the workplace/reference checks. 

	Notes: 


	Knowledge of Health, Safety and Environment Practices - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	3. Knowledge of relevant Acts, Regulations and Codes 

Interview Question: How would you rate your knowledge of relevant Acts, Regulations and Codes?  In what areas do you need to improve?
Interview Answer Guide: If possible verify this answer through testing AND/OR evidence in the workplace/reference checks.

	Notes: 

	Knowledge of relevant Acts, Regulations and Codes - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	Overall Rating Knowledge: _________
(Average of the above ratings).


	Experience 

	Drawing on the candidates CV, identify the candidates amount of experience in the following areas. Ask the candidate to quantify the amount of experience and providing relevant detail and examples. Ensure this information is validated through reference checks and testing where possible. 

	Management

	Quality Management

Notes: 



	Quality Management Experience - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	Management of Staff (including Performance Management and Coaching)

Notes: 



	Management of Staff Experience - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	Management of resources

Notes: 



	Management of Resources Experience – Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	Average Rating Management Experience ______________


	Contracting

	Field based, hands on practical application
Notes: 



	Field based, hands on practical application Experience - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	Delivery of outcomes
Notes: 



	Delivery of outcomes Experience - Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	Project value realisation

Notes: 



	Project value realisation Experience – Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	Quality and Risk focus

Notes: 



	Quality and Risk focus Experience – Score

Strong evidence that attribute is NOT present = 0

Evidence that attribute IS present = 1 
Strong evidence that attribute IS present = 2 

Insufficient evidence despite probing = 0

	(

	Average Rating Contracting Experience ______________

	Overall Rating Experience: _________
(Average of the above ratings as applicable).
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