INTERVIEW EVALUATION FORM
	Candidate Name
	 

	Position Applying
	
	Division / Dept.
	

	Type of Applicant
(External / Internal)
	
	Date of Interview
	



The evaluation form should be completed by the interviewer to rank the candidate's overall abilities and qualifications. 

	5
	4
	3
	2
	1

	Exceptional
	Above 
Benchmark
	Meets 
Benchmark
	Below benchmark but developable
	Unsatisfactory



	Competency Area
	Key Success Indicators
	Rating

	Educational Background  & Prior Work Experience
	The candidate has the appropriate educational qualifications or training for this position. The candidate acquired necessary skills or qualification necessary through past work experience.
	5
	4
	3
	2
	1

	Technical Knowledge
	The candidate has the technical skills necessary for the position.
	5
	4
	3
	2
	1

	Integrity & Personal Credibility
	Projects a positive and professional attitude, and makes a very good impression on others. Demonstrates the ability to foster and support the SHB values.
	5
	4
	3
	2
	1

	Teamwork & Cooperation
	Demonstrates the ability to work cooperatively with others. Values the sense of team, having an open environment that encourages transparency.
	5
	4
	3
	2
	1

	Analytical Thinking
	Demonstrates sound judgment and able to analyze situations through evaluation of the various variables. 
	5
	4
	3
	2
	1

	Driving Business Performance
	Is a self-starter and has the ability and determination to set / meet challenging targets and delivering the desired business results; in compliance with quality, time, and cost standards.
	5
	4
	3
	2
	1

	Interpersonal communication
	Listens actively and objectively, expresses self clearly and persuasively, presents information in a clear and structured manner, and demonstrates appropriate body language and maintain eye-contact when speaking with others.
	5
	4
	3
	2
	1

	Leadership Ability 
(if relevant)
	Demonstrates the leadership skills necessary for the position which includes; the ability to articulate a vision, driving change, encouraging, inspiring, and supporting others to develop their capabilities and realizing their full potential. 
	5
	4
	3
	2
	1

	Hiring Recommendation

	
	Highly Recommend to Hire
	
	
Recommend to Hire
	
	Do Not Recommend to Hire
	
	Not Suitable for the job; but can be considered for alternative role(s)

	Interviewer Comments

	Key reasons for recommendation:


	Name of Interviewer:  
	Interviewer's Job Title: 

	Interviewer Signature: 
	


Interview Procedure Checklist
Purpose of Interview: The purpose of interviewing an applicant is to make a general evaluation of the Individual`s ability to satisfy the major requirements of the job. The specific of objectives of conducting an interview are:
· To clarify and verify information on the individual’s application and resume.
· To gather job-related information and to use behavioral observation to make evaluation of the applicant.
· To gain a basic understanding of the individual`s motivation to work.	
· To explain the job and organization the the applicant.
Phase 1: Planning the Interview.
Step 1:  Identify the most important job-related competencies required for successful performance in the job. 
Step 2: for each important competency, check the questions that you want to ask.
Step 3: Review all available information about the applicant to identify relevant training and work experiences.
Step 4: Make the final preparations to ensure that the interview run smoothly (e.g. quite and well organized venue, equipment, etc.)

Phase 2: Conducting the Interview
Step 1: When you begin the interview, welcome the applicant and help him / her feel at ease and briefly explain the interview process.

Step 2: Obtain job-related information from the applicant by asking selected questions.

· Ask open questions targeted to relevant competencies.
· Probe as needed (e.g. ask for specific examples, determine reasons for reported behavior).
· Take notes and document observations and key responses.


Step 3: Provide a “realistic job preview” by describing the job and organization to the applicant.

Step 4: Close the interview on a positive manner.

Phase 3: Evaluating the Applicant.
Step 1: Immediately after the interview, review your interview notes and elaborate on them if necessary.
Step 2: Evaluate the applicant in each relevant competency area. Complete the “Competency Profile” on this form and make an overall rating of the applicant`s probability of success.
Step 3: if the applicant is interviewed by more than one individual, discuss his / her strengths and development needs with others in an organized “information-exchange” session.
Step 4: Make a hiring decision.

