Interviewing practice / activity:

This activity gives you the opportunity to imagine you are conducting a real life job interview. Design a brief structure using this template (or design your own if you prefer) and with a partner practice asking interview questions. 
Try to maintain appropriate eye contact, demonstrate active listening, ask additional probing questions (where appropriate) and record responses. Multitasking!!!
Provide each other with constructive feedback. 
Optional: You may wish to practice in sections if this is your first time (eg just the Intro or Conclusion) and as you feel confident progress to the whole interview.
Name of Interviewee:




Name of Interviewer:








Date:

Introduction (Design your own intro or use this):

· Introduce panel members

· Thank for application

· Explain process (each panel will ask prepared Q’s, notes will be taken, applicant can ask some Q’s at the end)

· Ice breaker Q (eg based on a hobby in the CV) Get them talking about something they feel comfortable talking about.
· …

Think of an Area you wish to target (eg Negotiating contracts, problem solving, conflict resolution etc) & draft a few open ended questions (eg behavioural and/ or situational). Think how you rate their responses?
Target Area(s) (Criteria)  _______________________________

Questions

Q1 __________________________________________________________________________________________________________________________________________

Comments:

Rating     (Low) 1    2    3    4   5 (High)                           

Q2 __________________________________________________________________________________________________________________________________________

Comments:

Rating     (Low) 1    2    3    4   5 (High)                           

Q3

__________________________________________________________________________________________________________________________________________

Comments:

Rating     (Low) 1    2    3    4   5 (High)                           

Q4

__________________________________________________________________________________________________________________________________________

Comments:

Rating     (Low) 1    2    3    4   5 (High)                           

Q5

__________________________________________________________________________________________________________________________________________

Comments:

Rating     (Low) 1    2    3    4   5 (High)     
Conclusion (Design your own conclusion or use this) :

· That is the end of the Q’s we have

· Do you have any questions of the panel? (limit # if necessary)  
What were their questions?

· Explain what happens next in the process (what and when).

· Thank applicant

· …        
Notes to self – What did I learn?            

