Interview Score Sheet
Job Title and Position Number 
Date

Interviewer:  						Candidate:  					

Opening:
	Introductions

	Tell the candidate a little bit about the position and give them an overview of your team.

Go over the format of the interview:
Each Member of the Interview Panel will ask questions and we will be taking notes.
	We will have you review your application.
	We will go over the position description.
	Allow you to ask questions.
	

The Interview:
Score key:  Strong/Exemplary = 2;   Adequate/Average = 1;   Weak/Limited = 0


1. __________ Tell us about yourself? The interviewer looks for communication skills, linear thinking or a major personal attribute.
2 pts:  
1 pt:
0 pts:  





2. __________ Describe a typical day at your current or most recent job.  (How much time do you spend on the phone?  In meetings?  Working by yourself?  Working with a team?) 
2 pts:  
1 pt:
0 pts:  





 
3. __________ Why are you looking for a new opportunity?    
2 pts:  Insert the answer you are looking for here.
1 pt:  Acceptable but not ideal answer.
0 pts:









4. __________ What made you apply for this position with the NDE?
2 pts:  Insert the answer you are looking for here.
1 pt:  Acceptable but not ideal answer.
0 pts:  







5. __________ Describe a situation where you took the initiative or implemented a new idea at your current or most recent position?  A pro-active, results-oriented person doesn't have to be told what to do. This is one of the major success attributes. 
2 pts:  Extra effort, strong work ethic and a creative side demonstrated.
1 pt:
0 pts:  No specific situation.







6. __________ When groups work together, conflict often erupts.  Describe a time when conflict occurred in one of your work groups and tell us what you did about it.
2 pts: Dealt with conflict directly; acknowledged issues/other’s feelings.
1 pt:
0 pts:  Example of ineffective resolution; example of very minor incident.







7. __________ What techniques do you use to manage your time on the job? (follow up question after answer)  Give me an example of when you have managed multiple priorities.
2 pts: Cites a real example that required ability to manage multiple priorities and cites effective strategies.
1 pt:
0 pts:  Example of ineffective management; very minor example multiple priorities.








8. __________ This position requires the maintenance of several websites.  Describe your experience with website maintenance and what software you used. 
2 pts:  Insert the answer you are looking for here.
1 pt:  Acceptable but not ideal answer.
0 pts:  




Maximum Points Possible:  _____

Total Score for this Applicant:  _____

Add Veteran’s Preference Points:  _____
	5% of Maximum Points Possible - Veteran’s Preference C
	10% of Maximum Points Possible - Veteran’s Preference D

Grand Total: _____




Conclusion of Interview:

 Concerning the job application, is there any information that has been omitted from the job application you submitted?  



 Do any additions or corrections need to be made? 


 Ask questions about any gaps of employment or to verify information listed on the application. (You may not need to do this for every applicant.) 




Please take a final look at the job description . . . 
 Do you have any questions about any of the duties listed? 



 Would you be able to carry out each of the essential job functions with or without reasonable accommodation? 



 The salary range for this position is $____ to $____  per hour/year is this an acceptable range?



 We would like to conduct references check with at least two previous employers.  May we contact your current employer?  If not please provide us with alternative professional references.  (They may have already included these on their application so confirm which ones you can contact.)


This concludes our questions.  
 Is there anything you would like to add to help us know you better? 



 Do you have any questions for us?
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