	[image: image1.png]University | Career
of Exeter | Zone




	Interview Scoring Grid for post of 

	
	Date of Interviews:
	

	
	Candidate:
	


Hello and welcome to this interview for the xxxxxxxxx roles. 

My name is XXXX, and I am XXXXX. These are my colleagues XXXX…… (introduces themselves).

Today we are going to ask you XXXX questions, [who is asking which questions]. You will get chance to ask us your questions at the end.

We will all be making notes on your answers. After the interview we will score everyone’s answers and the highest scoring candidate will be offered the job.

So if you are OK, we will begin

Scoring – We recommend that you score your candidates, these are for guidance only.
	0
	No answer given or answer completely irrelevant. No examples given.
	2
	Some points covered, not all relevant. Some examples given.
	4
	Good answer. Relevant information. All or most points covered. Good examples.

	1
	A few good points but main issues missing. No examples/irrelevant examples given
	3
	Some points covered. Relevant information given. Some examples given.
	5
	Excellent answer. All points addressed. All points relevant. Excellent examples.


	Interview Assessment


Introduce the panel
	Questions asked
	Answer given
	Score

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	QUESTIONS FORM CANDIDATES:

· Now it is your chance to ask us anything about the role, team or anything else you would like to know.

FINAL FEW  ADMIN QUESTIONS

· Have you got your Right to Work evidence with you?

· If you are offered the job could you start work w/c XXXXXXX
· We will let them know the outcome of the interview by close of play on XXXXXX by phone. Can I ask you to confirm your telephone number please?
· If I cannot speak to you I will leave a message asking them to call you as you will not leave a message stating whether they have been successful or not.

· Thank you again for your attending this interview today. It’s been really nice to meet you. We will be in touch very soon. Have a good day.



	Overall summary of candidate – record your comments

	

	Is this candidate appointable? – record your comments

	

	Feedback for candidates – record your comments to provide feedback on the phone:

	OFFER: Hello, it’s XXX we met yesterday at the interview. Thank you so much again for attending the interview and I am pleased to say you did really well and we would like to offer you the job….I am pleased you would like to accept .My colleague from the Internships team will be in touch shortly with a contract and further guidance about what happens next. 
REJECTIONS: Hello, it’s XXX we met yesterday at the interview. Thank you so much again for attending the interview. Unfortunately you weren’t successful on this occasion. I would like to offer you some feedback on your interview performance, if you would like to hear that now? ….  

· We really liked your answers to…

· You could have picked up more points in the answers to the xx questions by xxxx

· Finally we really liked your enthusiasm (and we think you weren’t appointable but just pipped to the post on this on) and I am sure it won’t be long until you secure a job. Please continue to apply for more SCPs.




* Retain this form as your records may need to be produced at a later date and you will be accountable for your decision
