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RECRUITMENT & SELECTION 
 

Interviewing 
After you have short listed candidates for the job the company will most likely set up 

interviews in order to garner further information about the candidates and to be of 

assistance in the final selection. 

  

To be fair and reliable interviews should have the following:  

 

 Careful preparation. Prior to conducting an interview it is essential that 

adequate preparation is made including, 

- Understanding the overall role of the job being offered. 

- Designing appropriate questions and ensuring that they are not and could 

not be construed as discriminatory. (See page 6 for sample interview 

questions).  

- Outline in advance the appropriate answers to these questions.  

- If more than one interviewer, get agreement on how the interview will be 

conducted and that all interviewers are familiar with the role. Also assign 

question areas to each interviewer.  

- be familiar with applications/CVs of interviewees. 

 

 Conducted by more than one person. As interviews can be quite subjective it is 

advised that interviews are conducted by more than one individual.   

 

 Training. It is important that whoever is conducting the interview is trained in the 

process in order to avoid asking questions that could be deemed to be 

discriminatory. It is also good practice that these individuals are trained in order 

to help them to collect the required information about interviewees in order to 

establish the best candidate. An interviewer that is unsure of the structure of an 

interview may not help in establishing details from a candidate that would prove 

to be important for the job. 

 

 Evaluation criteria. It is vitally important that a scoring scheme is in place that is 

agreed by all interviewers in order to help reach a decision on the best candidate 

for the job. It is also important in relation to being able to justify, if requested, 

why one candidate succeeded over another.  

 

 Records. The documentation associated the interview, including interview notes 

and evaluation criteria, needs to be retained for a minimum of one year. 
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“Tell me about yourself." 
 

"Why do you want to work here?" or "What about our company interests you?" 

 

"Why did you leave your last job?" 
 

"What are your best skills?" 
 

"What is your major weakness?" 
 

"Do you prefer to work by yourself or with others?" 
 

"What are your career goals?" or "What are your future plans?" 

 

"What are your hobbies?" and "Do you play any sports?" 

 

"What salary are you expecting?" 
 

"What have I forgotten to ask?" 
 

Qualifications  

 What can you do for us that someone else can't do?  

 What qualifications do you have that relate to the position?  

 What new skills or capabilities have you developed recently?  

 Give me an example from a previous job where you've shown initiative.  

 What have been your greatest accomplishments recently?  

 What is important to you in a job?  

 What motivates you in your work?  

 What have you been doing since your last job?  

 What qualities do you find important in a co-worker?  

 

Career Goals  

 What would you like to be doing five years from now?  

 How will you judge yourself successful? How will you achieve success?  

 What type of position are you interested in?  

 How will this job fit in your career plans?  

 What do you expect from this job?  

 Do you have a location preference?  

 Can you travel?  

 What hours can you work?  

COMMON JOB INTERVIEW QUESTIONS 
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 When could you start?  

 

 Work Experience  

 What have you learned from your past jobs?  

 What were your biggest responsibilities?  

 What specific skills acquired or used in previous jobs relate to this position?  

 How does your previous experience relate to this position?  

 What did you like most/least about your last job?  

 Whom may we contact for references?  

 

Education  

 How do you think your education has prepared you for this position?  

 What were your favorite classes/activities at school?  

 Why did you choose your major?  

 Do you plan to continue your education?  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


