	INTERVIEW PROCEDURE



	Applicant:
………………………………………………….


	Date:
……………………….……..

	1.
On Arrival

Provide copy of ‘Job Description’ to Applicant while they are waiting for the interview.

2.
Welcome and Introduction

Thank you for the application and interest in the organisation
Introduction of interviewer(s) – role.

3.
The Selection Process

This is the first interview. There may be a second or subsequent interview.
We will first discuss the business, the advertised position and your resume.

Next we will ask some questions about your experience.  Most of these questions will require you to explain your past work experience or knowledge by giving specific examples.

We will take notes throughout and the interviewer(s) may ask for clarification or further details.

Please ask for clarification from the interviewer if there are any questions which you do not understand.

There will be time at the end for you to ask questions about the advertised position.

4.
Interview Questions

Ask prepared interview questions which are relevant to the requirements of the position.

Upon completion of questions ask whether the applicant has any questions.

Let the applicant know when they should hear from you and thank them for coming in.



