Manager’s Evaluation of Candidate

Initial Assessment of Position Qualifications/Competencies

GENERAL INFORMATION

Applicant Name  ________________________________ 
Date of Interview ___________________________

Position Title  _________________________________
Department  _______________________________

Interviewed by  ________________________________  
MANAGEMENT CHECK LIST
The following topics have been reviewed with the applicant:


(   )  Kennedy Culture


(   )  Job Description/Competencies (Note areas of concern):  __________________________________


                    _______________________________________________________________________________


(   )  Education    _____________________________________________________________________


(   )  Experience   _____________________________________________________________________


(   )  Skills/Knowledge  ________________________________________________________________


        _______________________________________________________________________________



(   )  Schedule  _______________________________________________________________________


(   )  Availability to Start  ______________________________________________________________

ADA

After review of the Job Description with the applicant, can the applicant perform the essential functions of the job?  


     







      (   )  YES
      (   )  NO

If no, has the need for reasonable accommodations been discussed?


      (   )  YES
      (   )  NO

Comments:  ______________________________________________________________________________

________________________________________________________________________________________

GENERAL INTERVIEW QUESTIONS  (Use back of form for additional comments – see back page for behavioral based interviewing questions)

1.
Why do you want to leave your present position?  (Why did you leave your last position?)

2.
What skills will you bring to this position?

3.
When were you last responsible for doing this kind of work?

4.  
What would you describe as your greatest strengths?  Why?

5.
What do you perceive about yourself that could be improved?

MANAGER’S RECOMMENDATIONS

(    )Will consider for position

(    )Will not consider for position - Reason:  _____________________________________________________

_________________________________________________________________________________________









    






  


Manager’s Signature
     






     Date         
     

RETURN COMPLETED FORM TO CAREER CENTER- HUMAN RESOURCES, MSC


Behavioral Based Interviewing Questions

	Questions

	1.   ATTITUDE                                                                            

· Tell me about a time when someone has been critical of your work.  How did you handle this?

· Describe a situation when you had to go out of your way to help a customer.

· What types of things have made you angry in the past and how have you dealt with them?

NOTES: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



	2. TEAMWORK

· Tell me about a time when you worked with someone who was very different from you.

· What was the biggest change your employer made in the last year that was difficult for you to adapt to?

NOTES: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



	3. INTEGRITY

· How would your coworkers describe you?

· What factors do you consider most important in evaluating associate performance?

NOTES: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



	4. INITIATIVE

· When have you anticipated a customer need?

· Tell me about an idea you generated in the last six months.

· Tell me about a successful goal you set in the past and how successful you were in accomplishing it?

NOTES: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



	5. COMMUNICATION

· Tell me about a time when another department failed to supply you with needed information in a timely manner.

· When have you had difficulty communicating with a customer?

NOTES: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



	6. CUSTOMER SERVICE

· In your job, have you ever had a situation where a customer became very disturbed about a specific problem, and how did you handle it?

· Give me an example of when communicating with a customer was very difficult and how did you handle it?

· What kind of experience have you had with a miscommunication with a customer or an employee and how did you solve the problem?

NOTES: __________________________________________________________________________________________________________________________________________________________________________________________________
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