
INTERVIEW CHECKLIST FOR MANAGERS
PREPARATION PRIOR TO INTERVIEW

Check the interview room is appropriately arranged.

You should have the following documents with you:


· Interview schedule

· Application forms – note any questions required to clarify points on the application forms

· Job description

· Interview checklist for managers
· Interview assessment form completed with questions 
THE INTERVIEW STRUCTURE 

This structure is provided as an example and should be ordered differently as required.

Introduction


· Greet the interviewee

· Introduce panel members

· Ensure the interviewer has taken copies of the following documents:


· Proof of ability to work in the UK e.g. passport, birth certificate

· Relevant qualification certificates

· Driving licence (if required)

(Scan / email the docs to HR)
· Confirm the post for which they are being interviewed

· Explain the structure of the interview

· Explain how long the interview is expected to last

· Explain that you will be asking a number of set questions, and that they should aim to provide examples to support their answers

· Advise that you will be taking notes 

· Advise that they will have the opportunity to ask questions at the end

· Check if they have any points of clarification before starting 

Brief explanation of the post 

· Use the job description to briefly explain the main duties of the post

Set questions


· Ask any questions relating to clarifying points on the application form

· Use the Interview Assessment Form, which you will have pre-prepared to include all set interview questions

· Keep notes of applicant’s responses to the questions asked.  Notes should be brief, based on key words and facts and the taking of notes should not impede the flow of the interview.  Remember applicants can legally request to see notes written about them.  

Presentation (if required) and subsequent questions

Brief explanation of terms and conditions 


· Working hours/flexi time/shifts.  

Normal office hours are Mon – Thur 9.00 – 5.15, Fri 9.00 – 5.00.  


Flexible working hours offers staff an element of choice in the hours they

work depending on the needs of the service e.g. contact with the public, staff will need to agree their starting and finishing times with their supervisor

The scheme allows staff to commence work at any time between 8.00 am and 10.00 am and finish work at any time between 4.00 pm and 7.00 pm. Subject to service requirements

Staff should aim to work their full contractual hours during each month but between each day or week they may carry over debit or credit hours.  At the end of each month staff should aim to be "all square", but up to two day's credit may be carried over to the next period ie 14 hours 24 minutes.  Not more than 2 days may be taken as flexi-leave within any one accounting period

· Free car parking for work purposes only

· Free leisure card for use at the Hertsmere Leisure centres throughout the Borough.  It provides free or discounted leisure activities depending on the time of day (swimming, gym, exercise classes)

· 26 days leave + floating day, increasing with continuous local government service.  (29 after 5 year 30 after 10 years and 31 after 15 years)

· Establish what notice period the applicant has to serve.  Discuss possible start dates bearing in mind that all pre employment checks must be completed before an individual is able to start work.

· Discuss their salary expectations. Explain that Hertsmere operates a grading scale and what the grade for that job is, and what salary you are looking to appoint on.

· Ensure the applicant is aware of the location of the job for which they are applying, and where they will be based.  Explain if any travelling to and from other sites is required.  If they are required to drive their own vehicle for work purposes explain that we will need to see their driving license and insurance documentation confirming they are covered for business use.

Brief Explanation of the remainder of the recruitment process

· Inform them that if they are successful any offer of employment is subject to receiving satisfactory references. Advise them not to give in their notice until this is confirmed, and that they will not be able to start work until the pre employment checks are complete and our offer of employment is made unconditional

· Inform them that new employees joining Hertsmere will join on a 6 month probationary period unless they have continuous local government service

· Inform them when and how they will be notified of the selection decision.  (Successful applicants should be contacted by the interviewing Manager at the earliest opportunity.  Unsuccessful applicants will be advised by letter issued by Human Resources.)

· Where internal candidates are unsuccessful, the manager to give verbal feedback of the results as soon as possible.
On completion of the interview

· Score each question using the Jobs Go Public System
· Email ALL interview notes / Assessment forms to Human Resources, and discuss the appointment decision

· Contact the successful applicant to offer them the position.  If they accept, check that they are happy for Human Resources to contact their referees.  Explain that Human Resources will issue a written Contract of Employment and will be in contact when all pre employment checks have been completed to arrange a convenient start date.
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