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Interview Expectations & Framework
Interview Etiquette 
Professional Presence
· Be mindful of body language and engagement.
· Maintain eye contact and active listening.
· For virtual interviews, position the camera at eye level and face it directly.
Reduce Distractions
· Silence phones and notifications.
· Close unrelated windows or applications.
· Ensure a quiet, professional setting.
Interview Procedure
Welcome & Introductions
· Lead interviewer welcomes the candidate.
· Interview panel briefly introduces themselves (name, title, role).
Interview Overview
· Explain the structure and estimated length of the interview.
· Lead interviewer acknowledges the candidate’s interest and background (e.g., resume/application).
Interview Questions
· Lead interviewer asks initial Background & Motivation question to begin
· Job-specific and behavioral based questions are then asked and focused on competencies, past experiences, and job‑related skills.
· Candidate is given time to ask questions.


Next Steps & Communication Expectations 
· Explain next steps in the hiring process.
Rating Scale & Notes
	Rating
	Description

	1
	Very strong evidence skill/competency is NOT present 

	2
	Strong evidence skill/competency is NOT present 

	3
	Some evidence skill/competency IS present 

	4
	Strong evidence skill/competency IS present

	5
	Very strong evidence skill/competency IS present



Tips: 
· Ratings are based on specific evidence shared during the interview, not first impressions, assumptions, or personal bias.
· Use notes to document observable behaviors, examples, and direct responses, rather than opinions or feelings about the candidate.


Types of Interview Questions
1. Background & Motivation 
· Purpose: Understand career path, interest, and general fit
· Prompt Examples: 
· Tell us a little about your background and what attracted you to apply for this role
· What experiences best prepare you for this position? 
· How does this career opportunity align with your career goals? 
2. Job Specific 
· Purpose: Assess the candidate’s knowledge, skills, and experience related to the essential duties and requirements of the role
· Tips:
· Questions should be clearly tied to the job description, required competencies, and essential duties. 
· Ask all candidates the same core job‑specific questions to ensure consistency and fairness. 
· Use probing follow‑up questions to clarify responses or gather examples, while maintaining equity across candidates. 
· Evaluate responses based on demonstrated skills, relevant experience, and applied knowledge, not potential or assumptions. 

3. Behavioral Based 
· Purpose: Evaluate how the candidate has handled past situations to understand behaviors, decision-making, and alignment with role competencies
· Tips: 
· Use the Behavioral-Based Interview Questions resource in the Manager Toolkit to identify and select questions for the interview 
· Use follow‑up questions to gain clarity and depth 
· Focus ratings on observable behaviors and actions demonstrated, not personality traits or intentions.

4. Closing Question 
· Purpose: Provide the candidate with an opportunity to ask questions, clarify next steps, and reinforce mutual expectations moving forward 
· Prompt Examples: 
· What questions do you have for us about the role, team, or organization?
· Is there anything else you would like us to know about your experience or interest in this position?
Next Steps & Communication Expectations 
Purpose: 
To close the interview professionally, ensure a positive candidate experience, and clearly communicate what the candidate should expect following the interview. 
Interviewers should clearly communicate the following before concluding the interview: 
· Thank the candidate for their time and interest in the position 
· Acknowledge their effort in preparing for and participating in the interview
· Selection Process: Briefly describe what happens next (additional interviews, reference checks, committee review)
· Timeline: Share an estimated timeframe for next steps whenever possible (within the next two weeks) 
· If the timeline is uncertain, communicate that clearly and transparently
· Communication Method: Let the candidate know how they will be contacted (email, phone, HR system 
· Point of Contact: Identify who the candidate should expect to hear from or who they may contact with follow-up questions
Sample Script
“Thank you again for taking the time to speak with us today. Our committee will be completing interviews over the next [timeframe], and candidates can expect to hear from us regarding next steps by [approximate date]. We appreciate your interest and will be in touch.”
Important Reminders for Interviewers
· Avoid making promises related to offers, decisions, or start dates.
· Ensure timelines shared are realistic and aligned with internal processes. 
· Provide consistent messaging to all candidates. 
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Candidate Name: 

Position Title:  

Department: 

Interview Date: 

Interviewer Name: 

Interview Questions
Background & Motivation 
Question 1: 

Committee Member Asking Question: 

Rating (1-5): 

Notes:

Job Specific or Behavioral Based Questions
Question 2: 

Committee Member Asking Question: 

Rating (1-5): 

Notes: 

Question 3: 

Committee Member Asking Question: 

Rating (1-5): 

Notes: 

Question 4: 

Committee Member Asking Question: 

Rating (1-5): 

Notes: 


Question 5:

Committee Member Asking Question: 

Rating (1-5): 

Notes: 


Question 6: 

Committee Member Asking Question: 

Rating (1-5): 

Notes: 


Question 7: 

Committee Member Asking Question: 

Rating (1-5): 

Notes: 

Question 8: 

Committee Member Asking Question: 

Rating (1-5): 

Notes:


Question 9: 


Committee Member Asking Question: 

Rating (1-5): 

Notes: 

Closing Question
Question 10: 

Committee Member Asking Question: 

Rating (1-5): 

Notes: 


Next Steps
Notes: 


Overall Assessment 
Total Score: 

Recommendation: 
[bookmark: Check1]Advance Candidate |_|
[bookmark: Check2]Hold for Further Review |_|
[bookmark: Check3]Do Not Advance Candidate |_|
Final Notes:  

Hiring managers are responsible for securely storing all completed interview guides in accordance with established policy, retention, and confidentiality guidelines. Interview guides must be retained for one (1) year.
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