	
	INTERVIEW CHECKLIST
TO USE BEFORE , DURING, AND AFTER INTERVIEWS



	BEFORE THE INTERVIEW

	 FORMCHECKBOX 

	Select date, time and location for interviews.

	 FORMCHECKBOX 

	Arrange for panelists.

	 FORMCHECKBOX 

	Send letter to panelists with information about interviews and your expectation of Panelists.

	 FORMCHECKBOX 

	Draft invitations to interview.

	 FORMCHECKBOX 

	Schedule interviews.

	 FORMCHECKBOX 

	Send interview confirmation letters to candidates.

	 FORMCHECKBOX 

	Create an agenda for the day.  Don’t forget to include breaks for the panel and time to de-brief after each candidate.

	 FORMCHECKBOX 

	Remove social security and other protected information from applications, if sharing application with panelists.

	 FORMCHECKBOX 

	Prepare panelist packets. Include a copy of the application, questions, criteria and a documentation form.

	 FORMCHECKBOX 

	Prepare instructions for the receptionist. Include an interview schedule.

	 FORMCHECKBOX 

	Arrange for seating for candidates in a waiting area.

	 FORMCHECKBOX 

	Make necessary arrangements for any reasonable accommodations requested by candidates or panelists.


	DAY OF THE INTERVIEW

	 FORMCHECKBOX 

	Set up the interview room.  Remove all clutter and other distractions, if able. Put any requested accommodations in place. Arrange tables and chairs so the candidate cannot read panelist notes. Arrange all tools necessary for the interview such as: an easel, paper, pens, and panelist packets. Have water available for the candidates should they start to cough or get “dry-mouth” during an interview.

	 FORMCHECKBOX 

	Give the receptionist written instructions, the interview schedule, and a copy of the questions if the questions are provided to candidates in advance, and reference release forms. Include a clipboard and pen for candidate’s use, if necessary.

	 FORMCHECKBOX 

	Brief the panel on what is expected of them.  


	AFTER THE INTERVIEW

	 FORMCHECKBOX 

	At the end of the interviews, discuss all candidates and follow any instructions from the hiring manager on ranking candidates.

	 FORMCHECKBOX 

	Collect all interview materials and straighten the interview room.

	 FORMCHECKBOX 

	Check references.

	 FORMCHECKBOX 

	Provide information about the candidates to the hiring manager.

	 FORMCHECKBOX 

	Hiring manager selects a candidate.


	 FORMCHECKBOX 

	Offer the position to the chosen candidate.

	 FORMCHECKBOX 

	Send confirmation of offer to candidate. Include information about effective date of hire, and where, when and to whom to report. Other information can be included such as salary, leave and other benefits and any contingencies to hire such as passing a criminal background history check and completing a Form I-9.

	 FORMCHECKBOX 

	Keep any follow-up commitments to candidates. Send letters of regret to those not selected, where applicable.

	 FORMCHECKBOX 

	Send thank you notes to panelists.

	 FORMCHECKBOX 

	Enter a personnel action into the database regarding the selected candidate.

	 FORMCHECKBOX 

	Disposition the CERT list of applicants.


	INSTRUCTIONS FOR PANELISTS

	Providing snacks and water to panelists will help increase their comfort during long days of interviewing.  

Remember to let panelists get up, move around and stretch after each candidate.



