
The beginning of the guide contains material maintained by the
Company Administrator. The material is fully customizable and
contains information that will be a part of every guide.

By default, InterviewPath provides detailed TIPS for each of the topics
outlined below. This allows each guide to act as a mini-training for
those who have not been formally trained in interviewing or a refresher
for those who have received formal training such as InterviewPath's
INTERVIEWING FOR RESULTS training.

Conducting An Interview

Prior to the interview
During the interview
After the interview

Assessing Interview Responses

The STAR method
Follow-up techniques
Suggested follow-up questions

Compliance

What to avoid
What to document and what to not document

Other Reasons For Customizing
Customers also use this section to remind interviewers of important items such as:

Company values
Company data/information
Company awards that emphasize culture
Recruiting processes/procedures/policies
HR contact information

This guide is to be used exclusively
for interviewing at InterviewPath LLC

Manager's Version
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Candidate:
First Name: Last Name:

Interviewer:
First Name: Last Name:

Position: Date of Interview:

Department: Requisition Number:

WELCOME THE CANDIDATE:
Introduce yourself (members of the interview panel if applicable) and how your role interacts with the open
position for which the candidate is interviewing.
Establish a relaxed tone, put the candidate at ease (offer a drink, ask how the traffic was, etc.)
Describe the interview process

Estimated time of the interview
Using behavioral based questions
Looking for specific examples
Time will be provided for candidate’s questions

Explain that you will be taking notes.

QUICK REVIEW OF EMPLOYMENT BACKGROUND
Address potential concerns: job hopping, gaps in employment, reasons for leaving.
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ACCOUNTABILITY

ATTRIBUTES TO LOOK FOR:

EXCEEDS 

Consistently exceeds deadlines/expectations. Proactively solicits and acts on feedback received, both
positive and negative. Prevents things from going wrong. Finds solutions to problems.

MEETS 

Willingly accepts responsibility for the results of one's actions or behaviors. Explicitly claims
ownership of, takes action and answers for consequences, both positive and negative.

DOES NOT MEET

Does not take responsibility for own actions. Places blame elsewhere. Frequently fails to follow through
on commitments. Takes a "wait and hope" approach to problems. Makes excuses. Is unaware there is
a problem.

QUESTIONS:

1. Describe a time when you took accountability for a situation that was out of your control. What steps did you
take? What happened?

2. Describe a time when you were recognized for taking full accountability for your results or actions.
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CULTURAL INTELLIGENCE

ATTRIBUTES TO LOOK FOR:

EXCEEDS 

Is mindful in all interactions and decisions. Consistently demonstrates respect, fairness, and civility; and
is approachable, welcoming, and relatable to all. Has a growth mindset, and is focused on inclusion in
an authentic and meaningful manner.

MEETS 

Understands and appreciates the differences in backgrounds, values, personal beliefs,
experiences, actions, and attitudes of others; resulting in a culture of acceptance, respect,
civility, and belonging, enabling positive business results. Is committed to equity and inclusion,
and creating an environment that is fair, just, and welcoming.

DOES NOT MEET

Demonstrates behaviors such as judging or shaming of others, inappropriate, or potentially illegal
comments. Decisions, actions, and behavior appear to be driven by bias. Behavior conflicts with
company values. Has a fixed mindset, creates an air of superiority, or creates a perception of
exclusion.

QUESTIONS:

1. Tell me about a time where your personal values differed from your manager or the organization you worked
for. How did this become clear? What did you do about it?

2. Give me an example of a time where you were not aware of, or did not understand, cultural differences. What
did you learn and what would you do differently next time?
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WORKING REMOTELY

ATTRIBUTES TO LOOK FOR:

EXCEEDS 

Consistently finds and applies new ways to be more effective working remote. Proactively shares best
practices on how they are effective in a remote setting. Consistently exceeds performance goals.
Proactively helps other remote employees assimilate into the organization.

MEETS 

Disciplined, accountable, resourceful, and self-motivated to achieve expected goals in a remote
or hybrid situation. Sets and maintains appropriate boundaries to effectively integrate work and
life. Structured yet flexible to adjust to meet business needs and changing conditions. Develops
and maintains positive working relationships and communicates effectively.

DOES NOT MEET

Does not make the effort to create meaningful work relationships. Unable to effectively integrate work
and life responsibilities. Lacks flexibility to adjust schedule for changing business needs. Does not
consistently meet performance expectations.

QUESTIONS:

1. Explain to me the most difficult adjustment you have dealt with due to working remotely. What did you do about
it?

2. Describe a time where you proactively did something to support another remote employee who was struggling
with their work situation.
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ADDITIONAL QUESTIONS

CUSTOM QUESTIONS:

1. Can you share your reaction to our mission? How would you personally relate to it?

2. Tell me about the most complicated spreadsheet you have ever created? What was the business use and impact?
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CONCLUDING THE INTERVIEW

OPTIONAL CLOSING QUESTIONS (CHOOSE ONE):
What one question were you prepared to answer that I didn’t ask, and what is your answer?
Why should we choose you over someone else?
Tell me anything else you would like us to know about you that will aid us in making our decision.
How will your work performance enhance (Company Name)?
Now that you have learned more about the company and position, what hesitation or reluctance would
you have in accepting the job if offered to you?

CLOSING STEPS:
Provide the candidate an opportunity to ask questions.
Explain next steps/follow-up process to the candidate.
Provide the candidate with your business card.
Escort the candidate to the next interviewer or to the exit, and thank him/her for his/her time.
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CANDIDATE EVALUATION

Candidate:
First Name: Last Name:

Interviewer:
First Name: Last Name:

Position: Date of Interview:

Department: Requisition Number:

COMPETENCY EXCEEDS MEETS DOES NOT MEET

ACCOUNTABILITY    

CULTURAL INTELLIGENCE    

WORKING REMOTELY    

OVERALL RATING    

DISPOSITION:

 Move Forward   On Hold   Dismiss

CANDIDATE MAY ALSO BE CONSIDERED FOR THE FOLLOWING
POSITION(S):

ADDITIONAL COMMENTS:
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