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Candidate Name: «LastName», «FirstName»
Date & Time: «Date», «Time»
Interviewer: ___________________
Position: «Official_Title»
Rating Scale

5 – Excellent
All major elements appropriately answered.  Knowledge or behavior clearly identified or addressed. Assesses and represents self honestly and accurately by communicating awareness of strengths and opportunities.

4 – Very Good
Most major elements addressed. Knowledge or behavior clearly relate to question. Assesses and represents self honestly and accurately, communicating through examples.

3 – Good
Some major and all minor elements addressed. Knowledge or behavior relates to question, but response not fully developed even after probing. Assesses and represents self positively but examples do not illustrate full awareness of strengths and opportunities.

2 – Weak
Few major and some minor elements addressed. Knowledge or behavior not clearly related to question, even after probing. Represents self appropriately but examples do not illustrate awareness of strengths, opportunities, or self-awareness.

0 to 1 – Poor
Few or no minor elements addressed.  Knowledge or behavior does not relate to question, even after probing. Does not represent self appropriately or examples illustrate no awareness of strengths or opportunities.

Introductions

1) Thank candidate for coming in for interview and introduce self and interview team

2) Explain Interview Process

a) Recognize you are interviewing us as much as we are interviewing you

b) Time line of interviews - 2 interviews by 2 teams today, conducted through (date)

c) All candidates asked same set of questions, although there may be additional questions dependant upon the candidates examples or answer

d) Questions are performance based, meaning specific work examples or experiences are best. Include details such as what was the situation, what was your role in the situation, and, what actions you took in the situation

e) Fashion in which questions will be asked (EG – Interview team will rotate asking questions, one interviewer will ask all questions, candidate is responsible for moving from question to question)

f) Opportunity for applicant to ask questions or get clarification at end of interview
3) Summarize position including CDT Requirements
4) Ask if candidate is ready to begin

Interview Questions

1. What interests you about this particular position?

Probing Questions – Why does working with disabled populations interest you? What experiences have you had in private sector, or business positions? What experiences have you had in human resources, business, or business sales? What experience have you had with Microsoft Office or other data tracking applications? Inquire into any gaps in employment, terminations, or other questions about the application materials.

	Excellent
	Very Good
	Good
	Weak
	Poor

	
	
	
	
	


Question Score (whole points):  _____

2. Tell us about someone you had to provide a service or product to that was particularly difficult to work with. (Customer service)
Probing Questions - What was difficult about this customer? How did you react to the customer? How did the customer react to you? What was the outcome of the situation? How did you handle your next customer differently as a result of this situation?
Situation:
Action:
Result

	( - - - - - - - - -Excellent - - - - - - - - - - - - Very Good - - - - - - - - - - - - -Good - - - - - - - -- - - - - - - Weak- - - - - - -  - -  - - - - - Poor  - - - - - - --(

	· Won over customer

· Involved other resources as appropriate

· Fully accomplished service

· Appropriately resolved situation

· Resulted in win-win
· Exceeds CQI in customer service
	· Appropriately managed relationship

· Recognized personal limits of ability to resolve situation
· Effectively managed personal authority to resolve situation

· Modified response appropriate to customer feedback

	· Got supervisor involved as appropriate
· Referred to other as appropriate

· Listened to customer concerns

· Compromised appropriately
	· Remained polite

· Maintained control of frustration
· Supervisor involved at point of escalation

· Sacrificed organization’s interest

· Handled to organization’s benefit but lost customer
	· Never had difficult customer
· Yelled at or made inappropriate comments to or about customer

· Didn’t understand personal authority to resolve issue
· Involved supervisor at 1st indication of conflict

· Does not learn from situations


Question Score (whole points):  _____

3. Tell us about a task you were assigned that required you to complete a series of steps within a set time frame. (Results oriented)
Probing Questions – Who assigned you the task? What steps were you responsible for completing? How did you ensure you completed them on time? How did you ensure you completed all of the steps? What did your supervisor say at the point of follow-up? What did you do differently the next time you were responsible for completing a similar assignment?

Situation:
Action:
Result

	( - - - - - - - - -Excellent - - - - - - - - - - - - Very Good - - - - - - - - - - - - -Good - - - - - - - -- - - - - - - Weak- - - - - - -  - -  - - - - - Poor  - - - - - - --(

	· Leveraged others’ strengths as appropriate

· Checked in with supervisor at appropriate steps
· Proactively established milestones and calculated appropriate time frame
	· Effectively used personal strengths to accomplish task on time
· Made appropriate adjustments to time frame to accommodate unexpected problems

· Proactively updated supervisor
	· Accomplished key steps on time

· Updated supervisor appropriately on progress
· Planned, identified and requested resources necessary to accomplish task
	· Accomplished majority of minor steps on time

· Did not keep supervisor apprised of timeline issues
· Major steps not completed on time
	· Failed to completed most steps
· Did not complete on time or at all
· Avoids taking charge; waits for others to take action

· Avoids working on routine or unpleasant tasks


Question Score (whole points):  _____

4. Tell us about a time you helped someone with a problem by putting yourself into their shoes. (Empathy)
Probing Questions – What was the problem? How did you put yourself into their shoes? What did you do as a result? What was the result of you doing that? How did the person respond? What would you do differently next time?

Situation:
Action:
Result

	( - - - - - - - - -Excellent - - - - - - - - - - - - Very Good - - - - - - - - - - - - -Good - - - - - - - -- - - - - - - Weak- - - - - - -  - -  - - - - - Poor  - - - - - - --(

	· Asked clarifying questions
· Remained objective

· Focused on issue rather than person

· Provided key helpful insights leaving less relevant or harmful insights alone
	· Listened objectively
· Identified resources for person

· Remained supportive to person

· Provide honest, direct, positive insights to person
	· Asked questions
· Identified possible resources

· Involved others if unsure how to handle
· Considered short term and long term implications of problem
	· Involved others because did not want to have to deal with person
· Did not identify resources available to person

· Did not listen

· Overanalyzed the problem/solution
	· Became sympathetic
· Was not supportive

· Allowed self to be drawn into situation
· Considers only implications to self when analyzing problem

· Inappropriately analyzed or acted on the problem


Question Score (whole points):  _____

5. Tell us about a task in which you required additional support to complete.(Initiative)
Probing Questions – What was the task? Why did you need additional support? What did you do? Who did you talk with? What was the result? What would you do differently next time?

Situation:
Action:
Result

	( - - - - - - - - -Excellent - - - - - - - - - - - - Very Good - - - - - - - - - - - - -Good - - - - - - - -- - - - - - - Weak- - - - - - -  - -  - - - - - Poor  - - - - - - --(

	· Through planning anticipated problems early on
· Proactively went to others with strengths when beginning  work on task
· Planned tasks around resources schedules to ensure timely completion
	· Identified key resources to help in case problem came up 

· Delegated to others appropriately
· Kept supervisor advised
· Tried alternative approaches when confronted with a problem
	· Asked others for help in identifying resources
· Saw problem developing
· Successfully completed task
	· Went to supervisor for help as first strategy
· Identified problem at time it became a problem

· Did not identify resources for assistance
	· Waited until someone asked about project before obtaining help
· Did not ask realize need for assistance
· Failed to complete assignment/task


Question Score (whole points):  _____

6. The KS Dept of Commerce has a zero tolerance policy for sexual harassment and workplace violence.  What is your understanding of such policies and how would you demonstrate your support of them?

	Excellent
	Very Good
	Good
	Weak
	Poor

	
	
	
	
	


Question Score (whole points):  _____

7. Have there been any changes to your application materials we should note or be aware of?

8. Have you provided at least three work-related references we may contact?

9. After our interaction today are you still interested in being considered?

10. If selected when could you start?

11. Do you have any questions for us?

	Strengths
	Opportunities

	
	

	
	

	
	


Total Score: _________________
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Score Total For Page _________

«LastName», «FirstName»
«Date» - «Working_Title»
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