Interview Structure Template

Competency = client service

“Can you tell me about a time when you experienced a difficult situation with a major client?”


“How did you resolve the situation?”


“Did you retain the client?”

	

	

	

	

	No evidence


	Some evidence


	Satisfactory evidence
	Solid experience
	
	Is a strength


Competency = recruitment and selection

“Talk me through your typical approach to recruitment?”


“How many people have you recruited in the last year?”


“How would you describe the quality of candidates you have recruited?”

	

	

	

	

	No evidence


	Some evidence


	Satisfactory evidence
	Solid experience
	Is a strength


Competency = leadership skills

“Can you tell me about a time when you had to assume a leadership role in either your personal or professional life?”


“How did others in the group react?”


“What did you achieve as a group?”

	

	

	

	

	No evidence


	Some evidence


	Satisfactory evidence
	Solid experience
	Is a strength


Competency = teamwork

“Describe a time when you have worked as part of a team to complete a project”


“What did you enjoy the most/least about working as part of a team?”


“What did you achieve as a team?” 

	

	

	

	

	No evidence


	Some evidence


	Satisfactory evidence
	Solid experience
	Is a strength


Competency = customer service orientation

“Can you tell us about a time when you effectively dealt with a customer complaint?” 


“How did you deal with it?”


“What was their response?”


“What was the outcome?”


“What, if anything, would you do differently next time?”

	

	

	

	

	No evidence


	Some evidence


	Satisfactory evidence
	Solid experience
	Is a strength


Competency = influencing

“Have you been involved in a situation when you had to persuade people (or a client) to make a major change, one that had a significant impact on them?”


“How did you present it to them?”


“What was the outcome and how did you measure it?”


“What did you learn from the experience?”

	

	

	

	

	No evidence


	Some evidence


	Satisfactory evidence
	Solid experience
	Is a strength


Competency = organisational skills

“Tell us about a time where either you or your team was exceptionally busy and you had to manage workflows?”


“How did you know they were busy?”


“What actions did you take?”

	

	

	

	

	No evidence


	Some evidence


	Satisfactory evidence
	Solid experience
	Is a strength


