Interview Scorecard TALENT GROUP

Date Take interview notes on tablets or paper, rather than using a laptop. You aren’t
Candidate expected to record a candidate’s full response, just your assessment of it. Take only
Interviewer enough notes to make an accurate assessment, and to jog your memory later.

Role Be in conversation in interviews, rather than overdoing the note-taking.

PRE-INTERVIEW BIAS CHECK

1 1understand that liking someone is influenced by similarity, familiarity, and charisma. The more | have in common with a candidate
(demographics, work history, style, values), the more | need to be on the lookout for Like Me bias.

] | commit to evaluating evidence, not vibes.

1 1 will avoid making early judgments in the first 5 minutes.

[ I acknowledge that communication styles (e.g. reserved, warm, direct) are not indicators of competence.

MOTIVATION FOR THE ROLE
Describe your understanding of the candidate’s motivation for this role.

SCORING
+1 Candidate provided some evidence they possess the skill
+2 Candidate provided strong evidence they possess the skill
0 Candidate did not provide enough evidence to determine if they possess or lack the skill
-1 Candidate provided evidence that they lack the skill
Score
INTERVIEW QUESTIONS Skill +1,+2,0,-1

Please share a story from the past year that helps us understand your attention

. Attention to detail
to detail at work.

Please share an example of a time when a project required careful planning. What

was your planning process? Planning, attention to detail

Tell us about a time when you fixed a problem that no one asked you to. Initiative, problem-solving




Candidate: Interviewer: Role:

INTERVIEW QUESTIONS

Date:

Skill

Score
+1,+42,0,-1

Please describe a time at work when you had a long To Do list and you felt you
didn’t have enough time to get it all done. What did you do?

Prioritization, organization,
reliability, coordination with
manager

What did you say and what did they say?

Please share a time that you provided constructive feedback to someone at work.

Constructive conflict,
communication

Please share a time when your manager or someone else at work gave you
constructive feedback. What did they say? What did you say?

Partnership with manager,
Constructive conflict, self
awareness

Please share an example or story that demonstrates your empathy at work.

Empathy, appropriate
boundaries at work

Tell us about a conversation at work that you wish you could do over.

Self awareness, constructive
conflict, communication

Tell us about the last time that you had to learn a new technology at work. How
did you go about it?

Facility with technology,
initiative, learning skills

Tell us about a mistake you made at work.

Self awareness

What else should we know about you?

THE CANDIDATE’S QUESTIONS OF YOU

The candidate’s questions are an indication of their understanding of the role. They also indicate what is important to the candidate. Always

record the questions the candidate asks.



Candidate: Interviewer:

RED FLAG CHECKLIST

Role:

Date:

Yes/No

‘Late to interview without satisfactory explanation

‘Poor preparation

‘Inﬂated answers

Vague answers (even after you followed up to ask for specifics)

Inconsistencies in resume or work history

Negative comments about past employers

Negative comments about past coworkers

Treated others with disrespect / poor team skills

Overclaims team accomplishments as their own

Inappropriate boundaries at work

Poor understanding of the role (even after you provided additional information)

Other red flag:

TOP 3 SKILLS

What are the top 3 skills that this candidate possesses that would help them be successful in this role?

1.



Candidate: Interviewer: Role: Date:

YOUR RECOMMENDATION

[1 Strong recommendation to hire
1 Recommendation to hire

1 Unsure

[1 Recommend not to hire

WHAT ELSE WOULD YOU LIKE THE HIRING TEAM TO KNOW?

Let us create customized interview scorecards for your organization.
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