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Interview Guide


Candidate’s name: __________________________________
Date: ______________________________
Position: _____________________________________

Interviewer(s): ______________________________________________
Instructions:  Please give the candidate a copy of the job description to review before starting the interview.
Work Background

Review application materials and ask the following questions about current and previous employment, taking notes below about relevant experiences and training.

· What were/are your major responsibilities/duties?  Any change in responsibilities?

· What did/do you like best about the job?  What did/do you like least?

· Did you receive any job related training or certifications?

· Why did you (or why are you planning) to leave?

	Based on the information gather from the question above

	Does the candidate have past work experience and/or training relevant to this position? 
___ Yes ___ No

Has the candidate demonstrated a stable work history?



___ Yes ___ No


	Building Customer Loyalty 

Effectively meeting customer needs; building productive customer relationships; taking responsibility for customer satisfaction and loyalty.
	 Key Actions:

Uses Key Principles; Acknowledges the person; Clarifies the current situation; Meets or exceeds needs; Confirms satisfaction:


1. Describe a time when it was particularly important to establish a good relationship with a customer.  How did you do this?

Situation/Task:

Action:

Result:

2. Describe a time when you effectively handled an internal/external customer complaint.

Situation/Task:

Action:

Result:
	Based on the information gather from the question above

	Do you believe the candidate will build and maintain effective relationships with customers? 
___ Yes ___ No


	Managing Work
Effectively managing one's time and resources to ensure that work is completed efficiently. 
	 Key Actions:

Prioritizes; Makes preparations; Schedules: Leverages resources; Stays focused




1. Describe how you plan your daily or weekly activities.  Walk me through the process for yesterday (or last week).
Situation/Task:

Action:

Result:

2. Tell me about a time when you adjusted your work schedule because you could not get all the necessary materials or information for a project.  How did this happen?  What did you do?

Situation/Task:

Action:

Result:

	Based on the information gather from the question above

	Do you believe the candidate will work efficiently and effectively to get the job right and on-time?  ___ Yes ___ No


	Stress Tolerance - Maintaining stable performance under pressure of opposition (such as time pressure of job ambiguity); handling stress in a manner that is acceptable to others and to the College.
	 Key Actions:

Maintain focus; Maintains relationships; Copes effectively




1. We all have times when the responsibilities of our jobs are overwhelming.  Give me an example of a time when you felt overwhelmed at work.  How did you react?

Situation/Task:

Action:

Result:

2. Work can be filled with distraction or interruptions.  Tell me about a time when you were distracted or interrupted often at work.

Situation/Task:

Action:

Result:

	Based on the information gather from the question above

	Do you believe the candidate will maintain performance and focus during times when the job is stressful/difficult? 

 ___ Yes ___ No


	Communication - Clearly conveying information and ideas to individuals or groups in a manner that helps them understand and retain the message.
	 Key Actions:

Organizes the communication; Adjusts to the audience; 
Ensures understanding; Comprehends communication from others




	Based on the information gather from the question above

	Was it easy to understand and communication with the candidate?   ___ Yes ___ No


Candidate Evaluation

What are the strengths (assets) of this candidate?

What experience could the candidate bring to assist Oberlin College in meeting its goals in the Investment Office in becoming a stronger strategic partner to the college?

Other comments:

Review & Decision
	Competency
	Y / N

	1. Work Background


	

	2.  Guiding Customer Loyalty


	

	3.  Managing Work


	

	4.  Stress Tolerance


	

	5.  Communication


	


Please rate the candidate on a 1-5 scale, with 1 = not acceptable to 5 = exceptional.
Rating ______
Evaluator: ____________________________________________________
Date: _______________
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