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INTERVIEW EVALUATION 
Administrative/Professional/Support Staff
	APPLICANT’S NAME: 
	​​​​​​​​​​​​​​​​​​​​​​​​​​________________________________________________________

	POSITION: 
	


	You should not inquire into marital status, age, ancestry, arrests, credit rating, dependents, disability, or any other subject prohibited by federal and/or state law.  Your comments/questions must be limited to the duties and responsibilities of the position; job related qualifications and/or capabilities, experience, and education.  


Please check (√) the appropriate box and provide comments under each category below.

EXPERIENCE/EDUCATION
 FORMCHECKBOX 
  Meets minimum required education and/or experience only.
 FORMCHECKBOX 
  Has beyond the minimum required education and/or experience background.
 FORMCHECKBOX 
  Has strong education and/or experience background.
COMMENTS  ______________________________________________________________________________________________

___________________________________________________________________________________________________________
.



QUALIFICATIONS/SKILLS/COMPETENCIES

 FORMCHECKBOX 
  Basic, considerable training required.

 FORMCHECKBOX 
  Some training needed, appears capable of learning on the job.
 FORMCHECKBOX 
  Appears very capable; little training needed.
COMMENTS  ______________________________________________________________________________________________

___________________________________________________________________________________________________________

COMMUNICATION SKILLS





 FORMCHECKBOX 
  Has difficulty expressing ideas/appears uncertain.



 FORMCHECKBOX 
  Has acceptable communication, seems confident.





 FORMCHECKBOX 
  Speaks and expresses ideas well.
COMMENTS  ______________________________________________________________________________________________

___________________________________________________________________________________________________________
INTEREST/MOTIVATION

 FORMCHECKBOX 
  Appears to have none, indifferent.
 FORMCHECKBOX 
  Appears to be energetic about position.

 FORMCHECKBOX 
  Has strong interest in position, appears eager to work.
COMMENTS  ______________________________________________________________________________________________

___________________________________________________________________________________________________________
THIS APPLICANT IS: please check (√ ) the appropriate box and you must provide information to support your decision.
 FORMCHECKBOX 
  A strong candidate  _____________________________________________________________________________________

___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
 FORMCHECKBOX 
  A possible candidate  ______________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
 FORMCHECKBOX 
  Consider for other positions, such as __________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
 FORMCHECKBOX 
  Of no further interest  ______________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
                         Interviewer’s Signature                                                                                  
Date

	RECOMMENDED ACTION 

Please discuss the search committee’s decision with the appropriate area VP/Dean/Director and obtain his/her approval signature below.  
Attach this form to the top candidate’s application and return all paperwork to Human Resources.
 FORMCHECKBOX 
 HIGH PRIORITY – 
The search committee identifies this applicant as a top candidate and recommends that HR conduct reference checks.  

If the references are acceptable, a position offer should be extended to this candidate.
         ________________________________________________________                              _______________________

                                           Area VP/Dean/Director  Signature                                                                                   Date
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