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	COMPETITION INFORMATION

	Requisition #:
	Position Title:	Location:

	Candidate:
	Date:	Time:

	Interview Panel Names:

	INTRODUCTION—Responsibility: PANEL CHAIR

	introduction:
	Welcome candidate by greeting them warmly, offering a drink, and engaging in light conversation before starting the interview. Introduce committee members, set clear expectations for the process and format.
	


	opening Land Acknowledgement:
	"I would like to acknowledge that we are gathered today on the traditional, ancestral, unceded territory of the Musqueam people."

This is an example of a land acknowledgement when on-site at the UBC Vancouver Campus. Please refer to the Land acknowledgement at UBC training for more information and guidance.
	




	time:
	Let the candidate know the approximate duration of the interview.
	


	note taking:
	Advise the candidate that panel members will be taking notes during interview.
	


	repeat, rephrase or paraphrase:
	
Candidates are welcome to ask a panel to repeat or clarify a question at any time during the interview.
	


	come back:
	If candidate is unable to answer a question right away, they can ask the panel to come back to it later.
	


	questions:
	Ask the candidate if they have any questions before proceeding.
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Interview Questions*

	QUESTION 1: Introduction

	Please tell us about yourself, your experience & background and why you would be a good fit for this role?
Indicate Competency/Knowledge/Skill/Ability/Theme being assessed: Introductory Question

	Candidate Response:

	Interviewer’s Rating:	Panel Consensus Rating:


*Refer to the Interview Question Bank so that you can use as is or modify to fit your specific role or need.


	QUESTION 2

	Add question:

	Indicate Competency/Knowledge/Skill/Ability/Theme being assessed: add criteria assessed

	Candidate Response:

	Interviewer’s Rating:	Panel Consensus Rating:
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	QUESTION 3

	Add question:

	Indicate Competency/Knowledge/Skill/Ability/Theme being assessed: add criteria assessed

	Candidate Response:

	Interviewer’s Rating:	Panel Consensus Rating:




	QUESTION 4

	Add question:

	Indicate Competency/Knowledge/Skill/Ability/Theme being assessed: add criteria assessed

	Candidate Response:

	Interviewer’s Rating:	Panel Consensus Rating:



 
	QUESTION 5

	Add question:

	Indicate Competency/Knowledge/Skill/Ability/Theme being assessed: add criteria assessed

	Candidate Response:

	Interviewer’s Rating:	Panel Consensus Rating:



 
	QUESTION 6

	Add question:

	Indicate Competency/Knowledge/Skill/Ability/Theme being assessed: add criteria assessed

	Candidate Response:

	Interviewer’s Rating:	Panel Consensus Rating:



 
	QUESTION 7: ADDITIONAL QUESTION (Optional—add as many additonal questions as needed)

	Add question:

	Indicate Competency/Knowledge/Skill/Ability/Theme being assessed: add criteria assessed

	Candidate Response:

	Interviewer’s Rating:	Panel Consensus Rating:



 
	QUESTION 8: ADDITIONAL QUESTION (Optional—add as many additonal questions as needed)

	Add question:

	Indicate Competency/Knowledge/Skill/Ability/Theme being assessed: add criteria assessed

	Candidate Response:

	Interviewer’s Rating:	Panel Consensus Rating:



 
	QUESTION 9: ADDITIONAL QUESTION (Optional—add as many additonal questions as needed)

	Add question:

	Indicate Competency/Knowledge/Skill/Ability/Theme being assessed: add criteria assessed

	Candidate Response:

	Interviewer’s Rating:	Panel Consensus Rating:



 
	QUESTION 10: ADDITIONAL QUESTION (Optional—add as many additonal questions as needed)

	Add question:

	Indicate Competency/Knowledge/Skill/Ability/Theme being assessed: add criteria assessed

	Candidate Response:

	Interviewer’s Rating:	Panel Consensus Rating:



	

Wrap Up

	WRAP UP— Responsibility: PANEL CHAIR
	
	

	panel:
	Any questions panel would like to revisit?
	

	notes:

	candidate: Candidates are welcome to ask a panel to repeat or clarify a question at any time during the interview.
	

	

	candidate: Ask the candidate if they have any questions before proceeding.
	

	

	NEXT STEPS—Let the candidate know when to expect a decision and how they will be advised.

	Candidate’s oral communication (overall)
· Clear expression of ideas
· Focused and relevant responses.
· Organized and coherent structure.
· Appropriate and effective language use.
· Engaging with questions and demonstrating understanding.
	Panel oral communication rating and notes:

	Candidate overall comments:

	
	Recommended for next step and/or recommended for hire:
	Yes
	No [image: ]
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      INTERVIEW  TEMPLATE    

COMPETITION   INFORMATION  

Requisition   #:  Position   Title:   Location:  

Candidate:  Date:   Time:  

Interview   Panel   Names:  

INTRODUCTION — Responsibility:   PANEL   CHAIR  

introduction:  Welcome candidate by greeting them  warmly, offering a drink, and engaging in light conversation before starting   the   interview.   Introduce   committee   members,   set   clear   expectations   for   the   process   and   format.     

opening   L and  A cknowledgement:  "I   would   like   to   acknowledge   that   we   are   gathered   today   on   the   traditional,   ancestral,   unceded   territory   of   the  Musqueam people."     This is an example of a land acknowledgement when on - site at the UBC Vancouver Campus. Please refer  to the  Land acknowledgement at UBC   training for more informatio n and guidance.         

time:  Let   the   candidate   know   the   approximate   duration   of   the   interview.     

note   taking:  Advise   the   candidate   that   panel   members   will   be   taking   notes   during   interview.     

repeat, rephrase  or   paraphrase:    Candidates   are   welcome   to   ask   a   panel   to   repeat   or   clarify   a   question   at   any   time   during   the   interview.     

come   back:  If   candidate   is   unable   to   answer   a   question   right   away,   they   can   ask   the   panel   to   come   back   to   it   later.     

questions:  Ask   the   candidate   if   they   have   any   questions   before   proceeding.     

