Competency Based Interview Summary

Candidate’s Name: ___________________________________________

Based on the candidate’s responses, rate each competency listed below.

	Did not demonstrate skill
	Some Evidence of Skill
	Sufficient Evidence of Skill
	Exemplary Skill
	Insufficient Evidence of Skill

	            1
	              2
	             3
	              4
	5


	                    Competency
	                            Rating

	Functional-Technical
	

	Attention to Detail
	

	Adaptability
	

	Computer Literacy
	

	Problem Solving
	

	Planning/Organizing
	

	Verbal Communication
	

	Written Communication
	

	Time Management
	

	TOTAL
	


Strengths/Comments:

Weaknesses/Comments:

Overall Ranking:



· Excellent/good match

· Meets job requirements

· Does not meet job requirements

· Not applicable for this position
Comments:

Salary Expectations:  ____________________________________________

Date Candidate Available to Begin Work: ____________________________

Interviewer:  _________________________

Date:  ______________

Competency Based Interviewing Model 


Applicant’s Name:  ______________________________________________

Interviewer:          ______________________________________________

Date:


_______________
Generic Questions:

1. Why are you interested in this position?

2. How do you feel that this position will help you in obtaining your career goals?

3. Please provide me with a brief description of your previous work experience(s)? 

4. What was/is the most challenging aspect of your current or most recent position?

5. Why did you (or why are you planning to) leave your current position?

Competency Based Questions:

Functional-Technical

Level of performance in technical/professional area.

· Give me some examples of the most complex (assignments, projects, etc.) you have had.  What was your role?

Project Assignment


Your Role


Outcome

· Sometimes it’s easy for us to “get in over our heads.”  Describe some situations where you had to request help or assistance on a project, assignment, etc.

Situation




Action



Result

	Did not demonstrate skill
	Some Evidence of Skill
	Sufficient Evidence of Skill
	Exemplary Skill
	Insufficient Evidence of Skill

	            1
	              2
	             3
	              4
	5


Attention to Detail

Total tasks accomplishment through concern for all areas involved, no matter how small.

· We have all had times when we just couldn’t get everything done on time.  When and why has this happened to you?

· What are some of the most difficult one-to one meetings you have had with other staff members?  In the company?  Why were they difficult?

Difficult meeting


How handled


Result


	Did not demonstrate skill
	Some Evidence of Skill
	Sufficient Evidence of Skill
	Exemplary Skill
	Insufficient Evidence of Skill

	            1
	              2
	             3
	              4
	5


Customer Focus

Actions that indicate a consideration, responsiveness and service oriented thought process and approach to customers.

· Provide an example of a time when you went above and beyond for a customer.  What do you consider premier customer service?

Situation



Action



Result

· Tell me about a situation in which you became frustrated or impatient when dealing with a

customer.  What did you do?

Situation



Action



Result

	Did not demonstrate Skill
	Some Evidence of Skill
	Sufficient Evidence of Skill
	Exemplary Skill
	Insufficient Evidence to Rate Skill

	            1  
	             2
	             3
	             4
	            5


Problem-Solving

Identifying issues, securing relevant information and resolving these situations with the best possible outcome.

· Describe the problem which has given you the greatest satisfaction in attacking and why?

Situation



Action



Result

· Describe a problem you solved that was beyond your own scope.

Situation



Action



Result

	Did not demonstrate Skill
	Some Evidence of Skill
	Sufficient Evidence of Skill
	Exemplary Skill
	Insufficient Evidence to Rate Skill

	             1
	             2 
	            3
	             4
	            5


Planning/Organizing

Establishing a course of action for self and/or others to accomplish a specific goal.

· How often is your time schedule upset by unforeseen circumstances?  What do you do then?  Give me a recent example.

· How have you determined what constitutes top priorities in scheduling your time?  Give examples.

	Did not demonstrate Skill
	Some Evidence of Skill
	Sufficient Evidence of Skill
	Exemplary Skill
	Insufficient Evidence to Rate Skill

	             1
	            2
	              3
	             4 
	             5


Verbal Communication

Effective expression in individual or group situations (includes gestures and nonverbal communication).

· What different approaches do you use in talking with different people?  How do you know that you are getting your point across?

· At one time or another, we have all had some problems getting our point across when talking on the telephone.  Give me some examples when this may have happened to you.

Situation



Action



Result

	Did not demonstrate Skill
	Some Evidence of Skill
	Sufficient Evidence of Skill
	Exemplary Skill
	Insufficient Evidence to Rate Skill

	              1
	              2
	              3
	              4
	               5


Written Communication

Clear expression of ideas in writing and in good grammatical form.

· What kinds of writing have you done?  Can you give me some examples?

· What are some of the most important reports you have written?  What reactions did you get?  How hard were they to write and why?

	Did not demonstrate Skill
	Some Evidence of Skill
	Sufficient Evidence of Skill
	Exemplary Skill
	Insufficient Evidence to Rate Skill

	             1
	             2
	             3
	              4
	             5 


