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Always talk to candidates on the phone briefly (10 - 15 minutes) before you invest the time it takes for an 
interview. Either HR or the hiring manager can conduct phone screens, or Arrow Talent Group can.  
 
The primary purpose of phone screening is to ensure the candidate is a strong match with the structure of the 
job, i.e. pay, work schedule, availability to start, commute and the degree to which you allow working from 
home. For example, you don’t want to find out in an interview that your candidate actually wants to work 
from home four days a week. If that is a mismatch, the candidate should have been screened out before 
advancing to an interview. 
 
Phone screening allows you to make an initial assessment of the candidate’s communication skills. This is data 
you will want to have before extending an invitation to interview. Phone screening saves time because you 
only invest interview time with candidates who are a strong match with the structure of the job. 
 
SCREENING QUESTIONS 
1. How did you first hear about this opening?  
 
2. Can you tell me why you’re pursuing a new role and what other positions you are considering right now? 

 
3. What interests you about this role and working at our organization? 
 
4. How long could you see yourself in this role and what would be next for you? 
 
5. Starting pay for this position is ______. Is that acceptable?  

 
6. If you were selected for this position, when could you start?  
 
7. Are you looking for an onsite, remote or hybrid role? Wait for response before following up: This role is 

_____ . Will that work for you? 
 
8. You may know that we are located at _____.  What would the commute to work look like for you?  
 
9. Work hours are ______ am to ______ pm, Monday through Friday. Does this work for you? 

 
10. I’d like to review your resume so that I know why you took and left your most recent jobs. Can you run me 

through that, starting with why you took and left your most recent role? 
 
11. Do you have any questions for me? 
 

Let us help by phone screening your candidates for you. 
 
 
 


