5.4 Competency interview form

	Position description
	MACROBUTTON NoMacro ( [insert description]

	Candidate’s name
	MACROBUTTON NoMacro ( [insert name]

	Interviewer’s name
	MACROBUTTON NoMacro ( [insert name]
	Date of interview
	MACROBUTTON NoMacro ( [insert date]

	Competency analysis

	1
	MACROBUTTON NoMacro ( [insert]

	2
	MACROBUTTON NoMacro ( [insert]

	3
	MACROBUTTON NoMacro ( [insert]

	4
	MACROBUTTON NoMacro ( [insert]

	5
	MACROBUTTON NoMacro ( [insert]

	6
	MACROBUTTON NoMacro ( [insert]

	Opening questions: 

(5 min)
	· Introduce yourself.
· Describe the purpose of the interview and how it will be conducted.
· Explain about behavioural questions and answers and that you will help with the first few questions.

· Explain that all examples may be used for reference checks and that they should therefore use the most recent examples.
· Review key past experiences.

· Ask about any issues which you have noticed – make detailed notes.


	Competency questions

	QUESTION 1

	Circumstances
	Involvement
	Significance

	MACROBUTTON NoMacro ( [insert]

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]

	Behavioural scores section
	1

Below average
	2

Low average
	3

Average
	4

High average
	5

Above average

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	Out of 25


	QUESTION 2

	Circumstances
	Involvement
	Significance

	MACROBUTTON NoMacro ( [insert]

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]

	Behavioural scores section
	1

Below average
	2

Low average
	3

Average
	4

High average
	5

Above average

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	Out of 30


	QUESTION 3

	Circumstances
	Involvement
	Significance

	MACROBUTTON NoMacro ( [insert]

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]

	Behavioural scores section
	1

Below average
	2

Low average
	3 

Average
	4

High average
	5

Above average

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	Out of 30


	QUESTION 4

	Circumstances
	Involvement
	Significance

	MACROBUTTON NoMacro ( [insert]

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]

	Behavioural scores section
	1

Below average
	2

Low average
	3

Average
	4

High average
	5

Above average

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	Out of 40


	QUESTION 5

	Circumstances
	Involvement
	Significance

	MACROBUTTON NoMacro ( [insert]

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]

	Behavioural scores section
	1

Below average
	2

Low average
	3

Average
	4

High average
	5

Above average

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	Out of 25


	QUESTION 6

	Circumstances
	Involvement
	Significance

	MACROBUTTON NoMacro ( [insert]

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]

	Behavioural scores section
	1

Below average
	2

Low average
	3 Average
	4

High average
	5

Above average

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	Out of 35


	Questions for clarity

	Take a few minutes at this point to go over your notes. Will they make sense to you in a few days’ time? Ask the interviewee to prepare any questions he/she has regarding the position.

	Points for clarity

	1
	2
	3

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]

	Ask your questions and ensure that you understand each issue fully.


	Notes from these questions

	1
	2
	3

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]

	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]
	MACROBUTTON NoMacro ( [insert]


	References

	Confirm that you will be checking references with regard to the examples provided. Make sure that contactable people are identified and details are clearly provided.

	Briefly describe the position and your expectations.
MACROBUTTON NoMacro ( [insert description]
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