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Interview Guide Template

[Position Title]
[Month/Year]
Candidate Name: 


Interview Date and Time: 

Interviewers: 

Introduction
Thank the candidate for coming in. Introduce the panel. Inform the candidate of how the interview process will go. Let him/her know that:

· You will be asking a variety of questions related to the candidate’s experience, knowledge, skills, and abilities, as well as Motivation & Fit questions.
· The candidate will have an opportunity to ask questions at the end, but tell him/her to feel free to let you know if s/he needs clarification on any of the questions you ask.
· The interviewers will be taking notes as the interview continues.
· You will be administering an exercise at the end (if applicable).
[Fill in this section with questions from the Interview Questions Bank. Select questions that are relevant to the needs of the role.]
Conclusion
Thank the candidate for answering all the questions and give them the opportunity to ask any of his/her own questions. Advise the candidate of any next steps.
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