Interview Guide Template
Position Details
Position: [Insert Job Title]
Department: [Insert Department]
Interviewer: [Insert Interviewer Name]
Date: [Insert Date]
1. Introduction (3-5 minutes)
Greet the Candidate: "Thank you for taking the time to meet with us today."
Briefly Explain the Interview Process: "In today’s interview, I’ll be asking you questions related to your experience, skills, and how they align with this role. Feel free to ask any questions as we go along."
Provide Context About the Role: "This position involves [brief overview of the role and its responsibilities]."
2. Core Interview Questions (30-40 minutes)
These questions assess the candidate’s fit for the role based on the job description and required competencies.
Question 1: "Can you tell me about a time when you successfully managed [specific task relevant to the job]?"
Follow-up: "What challenges did you face and how did you overcome them?"
Question 2: "Describe a situation where you had to solve a complex problem on the job. How did you approach it, and what was the outcome?"
Question 3: "Can you give an example of how you worked effectively within a team to achieve a goal?"
Question 4: "Tell me about a time when you had to quickly adapt to a significant change at work. How did you manage that situation?"
Question 5 (Leadership, if applicable): "Describe an experience where you led a project or team. What did you do to ensure success?"
3. Behavioral and Situational Questions (15-20 minutes)
Behavioral Question: "Tell me about a time when you had to handle a difficult client or colleague. How did you manage the situation?"
Situational Question: "If you were faced with [insert hypothetical job-related scenario], how would you handle it?"
4. Candidate Questions (5-10 minutes)
Invite the candidate to ask any questions they may have:
"Do you have any questions for us about the role or the company?"
5. Conclusion (2-3 minutes)
Thank the Candidate: "Thank you for taking the time to interview with us today. We’ll be in touch regarding the next steps."
Provide Next Steps: "We will be concluding the interviews this week and plan to make a decision by [insert time frame]."
6. Evaluation
Use a rating scale from 1 to 5, where 1 is "Poor" and 5 is "Excellent."
Technical Skills: [Rating]
Problem-solving Ability: [Rating]
Teamwork/Collaboration: [Rating]
Adaptability: [Rating]
Leadership (if applicable): [Rating]
Overall Impression: [Rating]
7. Additional Comments
Use this space to note any standout qualities or concerns about the candidate.




