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Selection Interview Questionnaire
(Note: The questions suggested in this document are of a general nature. They were developed to be adapted to the particular situation of each business. The employer and/or selection committee will have to modify the questions, according to specific needs).

Selection Interview Questionnaire for the position of:

(INSERT Job title)

INTRODUCTION 

(After having received the candidate, ask the following questions. They will help you understand what motivates the candidate and may improve retention.)
· How did you hear about us?

· Tell us why you would like to work for our business.
· Give us two (2) positive aspects (pros) and two (2) negative aspects (cons) of the job that came to mind when you saw our job posting.

PART 1 - EDUCATION
1. Does not meet requirements

2. Meets requirements

3. Exceeds requirements
1. Briefly, tell us about your education.

Note: ____ 1
2
3

2. a) What are the areas of your training in which you are the most skilled/accomplished?

Note: ____ 1
2
3 

b) What areas still require more training?

Note: ____ 1
2
3
Total part 1: _____/9
PART 2 – WORK AND VOLUNTEER EXPERIENCE

1. Insufficient experience

2. Sufficient experience

3. Exceeds experience required
1. Briefly, describe your previous work experience and the responsibilities that you assumed.


Note: ____ 1
2
3
2. Summarize your community involvement and the responsibilities that you assumed.
Note: ____ 1
2
3
3. How can your training and work experience help you to succeed in this position?

1. No connection

2. Limited connection

3. Totally connected

Note: ____ 1
2
3 

Number of years of relevant experience
 1
2
3 or more _____
4. Do you give us permission to contact your previous employers for references?

(
Yes

(
No

If “no”, what are the reasons? ______________________________________

            _______________________________________________________________

Total part 2: _____/9
PART 3 – INTEREST AND MOTIVATION

1. Unacceptable 

2. Acceptable

3. Excellent

1. What do you know about our business?

Note: ____ 1
2
3
2. What is your opinion on teamwork?

Note: ____ 1
2
3
3. How do you feel about sharing your knowledge?

Note: ____ 1
2
3
4. What aspects of this job motivate you the most?

Note: ____ 1
2
3
5. What will be your greatest challenge with this job?

Note: ____ 1
2
3
Total part 3: _____/15
PART 4 - QUESTIONS ON PROFESSIONAL AND TECHNICAL KNOWLEDGE

1. Unacceptable

2. Needs improvement

3. Acceptable 

4. Excellent

1. Develop a question that will verify the candidate’s technical or professional knowledge.

Knowledge sought after (e.g. a specific professional/ occupational technique)

	1
	2
	3
	4


2. Develop a question that will verify the candidate’s knowledge of the needs of customers.

Customer needs

	1
	2
	3
	4


Total part 4: ______/8
PART 5 – SCENARIOS (BEHAVIOUR ANALYSIS)

1. Unacceptable

2. Acceptable

3. Excellent

1. (Prepare a scenario using a situation that could possibly happen on the job.

What would you do if…

Write down the quality (ies) that you are looking for in this situation, e.g. leadership.
Note: ____ 1
2
3
2. (Prepare another scenario using a situation that could possibly happen on the job.)

How would you proceed if…

Write down the quality (ies) you are looking for in this situation e.g. creativity, initiative.

Note: ____ 1
2
3
Total part 5: ______/6
Total points from whole questionnaire: ______/ 47
PART 6 – VERIFICATION OF AVAILABILITY

1. On what date are you available to start work?

2. The work schedule for this position is …… does it present any problems for you? Are you flexible regarding the work schedule?

3. Does travelling for work present any problems for you?
(
Yes

(
No

If yes, give reasons.

PART 7 – QUESTIONS FROM CANDIDATE 

REFERENCES – Ask the candidate for references if not already provided.
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