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INTERVIEW TEMPLATE 
       









Candidate’s name:

   
Position applied for:
Patient Services and Access Administrative Support 
Date:




Time:




Interviewers:


The role of the Interview Panel Chair is to:

(a) lead the interview 
(b) be familiar with the Eye and Ear Recruitment and Selection Procedure  
(c) have read the ‘Interviewing Guideline and Tips’ 
The latter document also applies to the remaining panel members. When Aboriginal candidates are interviewed, it is essential that all panel members have read the ‘Cultural considerations for interviewing Aboriginal candidates’.

How to use this template:

1. Identify the competencies to be assessed during the interview (refer to the Position Description competency section)
2. Select questions from the ‘Eye and Ear Interview Questions’ based on the identified competencies for the position:
a. If it is a clinical role, select at least two appropriate clinical questions and insert in the template below, in addition to,
b. If a manager / supervisor role, select at least two appropriate manager / leadership questions and insert in the template below, in addition to,
c. All roles, select one Eye and Ear Values question 
d. Select other relevant questions, as appropriate, from those provided
Ensure that you have inserted between 6 and 10 questions.
3. Proceed through Part A – D of this template
4. At the end of the interview, return to the rating table (page 2) and insert overall ratings.
	Rating Guideline:

	1 – Significantly below requirements
	Did not understand or answer the question

	2 – Does not meet requirements
	Did not respond appropriately to the question, provided an irrelevant response

	3 – Meets requirements
	Demonstrated understanding of the question, answered adequately with hypothetical scenarios.

	4 - Exceeds requirements
	Demonstrated understanding of the question, responded with relevant examples.

	5 - Significantly exceeds requirements
	Demonstrated understanding of the question, responded comprehensively by providing examples of recent first-hand experiences.  


	Overall Ratings (insert at completion of interview)
Values / Behaviour / Knowledge
	Rating

1 (low) ->5 (high)

	Integrity
	

	Care
	

	Teamwork 
	

	Excellence  (Evaluate based on observations during the interview)
	

	Job Fit
	

	Career fit
	

	Patient / Consumer / Service focus
	

	Technical Skills 
	

	Other (insert)
	

	TOTAL
	            


	Introduction (Opening the Interview) – 5 Minutes

	Greet the applicant and introduce yourself / yourselves, giving your name(s) and position(s).

Explain the purpose of the interview:

1.
To gain an understanding of whether they are suitable for the role.

2.
To learn the applicant’s background and experience and assess the match with the 
needs of the organisation.
3.
To give the applicant the opportunity to understand their suitability to the position, 
function and organisation.

Describe the interview plan:

1.
Review their career achievements and strengths in specific areas.

2.
Ask targeted questions to get specific information about those experiences.

3.
Provide information about the position and the organisation.

4.
Answer candidate’s questions.

5.
Indicate that you will be taking notes.



	Part A: Opening questions (up to 40 minutes in total for questions in parts A, B and C)
(Kathryn)

	Why are you interested in this role? 



	What strengths will you bring to this role?


	What do you think are the most important attributes of an Eye and Ear patient services and Access Administrative support clerk and Why?



	Part B – Behavioural Questions 


	How would your manager describe your level of trust and respect in your current/previous role ?  Can you give an example of this?


	Interview notes

	Situation / Task



	Action



	Result




	What actions did you take during your past job to deal with a challenging situation or difficult patient/customer.
· Can you give you provide us with an example of a time where you resolved a difficult customer issue. 

· What was the issue, what did you do to resolve the issue and whatw as the outcome


	Interview notes

	Situation / Task



	Action



	Result




	Describe when you have shown compassion, thoughtfulness and been responsive to a patients or collegues needs  

	Interview notes

	Situation / Task



	Action



	Result




	Are you comfortable being moved between different departments at short notice. Ie. Help out in ED, Swithcboard or on the clinics. 


	Interview notes

	Situation / Task



	Action



	Result




	Interacting with others can be challenging at times.  Tell us about a situation when you found it difficult working with a collegue.  How did you handle the situation?  Did it affect the relationship?


	Interview notes

	Situation / Task



	Action



	Result




	Part D: Closing the interview 

	Let the candidate know that you have concluded the formal part of the interview.

· Panel chair to ask any further questions:
Seek any clarification re CV or prior achievements. 
· Are there any gaps in employment dates? 
· Are there any inconsistencies or unusual career choices?
· Give candidate the opportunity to ask questions about the role and organisation  

What question(s) did the candidate ask?...


	Closing Questions: 

	· If you were successful, when would you be able to commence in the role?

· Do you have any annual leave booked in the next 9 months?
· Are you applying for or are you shortlisted for any other roles at the moment?
· This position requires you to work shift work/rotating roster/between the hours of 7 to 5.30. Do you have an ability to work the required hours? 

· If you were to be appointed, your ongoing appointment would be subject to a satisfactory police check. Would this present any concerns? 



Final comments:
· Explain the next steps in selection process. Be realistic regarding timeframes and ensure you meet your commitment. 
· Advise the candidate that you will be in touch and should they be the preferred candidate you will gain permission prior to contacting their referees.

· Thank the candidate for their time and for their application.
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