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[ Company logo and name ] 

                                      Interview Checklist _                                                                              

Candidate’s name                              : __________________    Department : _________________

Position under consideration code    :  __________________   Interviewer  : _________________

Date and time of interview 
          :  __________________

Interview’s Comments : 

I. Please rate the candidate on the following areas :  

Scale system : 1-5 ; ( 1 = performs very poor, 5 = performs excellent, N/A = Not Applicable )

*Please circle the appropriate score

	1. Appearance
	1
	2
	3
	4
	5
	N/A

	2. Qualification
	1
	2
	3
	4
	5
	N/A

	3. Experience/ Background
	1
	2
	3
	4
	5
	N/A

	4. PC skills
	1
	2
	3
	4
	5
	N/A

	5. Language Proficiency :

Any remarks : 


	1
	2
	3
	4
	5
	N/A

	6. Attitude in the interview 
	1
	2
	3
	4
	5
	N/A

	7. Enthusiastic in the job nature
	1
	2
	3
	4
	5
	N/A

	8. Past Employment Stability
	1
	2
	3
	4
	5
	N/A

	9. Adequate relevant training
	1
	2
	3
	4
	5
	N/A

	10. Career Expectation
	1
	2
	3
	4
	5
	N/A

	11. Logical sense, analytical skills
	1
	2
	3
	4
	5
	N/A

	12. Creative mind
	1
	2
	3
	4
	5
	N/A

	13. Presentation skills
	1
	2
	3
	4
	5
	N/A

	14. Written test
	1
	2
	3
	4
	5
	N/A


II. Detailed comments on the candidate’s strengths and weaknesses :

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

III. Follow –up action required

	Description
	Please tick the appropriate box

	Invitation to the 2nd interview
	

	Invitation to the 3rd interview
	

	Notify human resources department to grant the job offer
	

	Notify the candidate about rejection
	

	Keep the candidate’s file in record
	


	Signature by the interviewer :


	Signature by co-interviewer :

	Date :
	Date :


.

