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Interview Preparation Guide
Logistics


RPA #



Position Classification _
_
1. Update the duty statement and consider the desired candidate pool.

2. Who will conduct the interview?  Two panel members are required.  If it is not possible to have two interviewers, contact the Personnel Unit for assistance. In selecting panel members, consideration should be given to gender, disabled, ethnicity, etc., in order to develop a well-balanced panel.



Interview Chairperson 







Interviewer 









Interviewer      






3. Where will the interviews be held (Room Number)?
4. What Assessment Strategies are viable for the duties of this position?

· Writing Samples – Request a sample from candidate to bring to interview (they will describe):
i. Report, case study, memorandum, letter, policy, procedure or project

· Exercises – Set up time before or after interview to do an exercise (examples below):
i. Draft response to inquiry, essay on fictitious subject, scenario 

ii. Take a multiple choice of fill-in test - math, vocabulary, grammar or scenario (test must be relevant to job)
iii. Performance exercise requiring candidate to give presentation on topic or role play

· What types of Interview Questions do you want to use?  A combination is recommended.
i. Situational Questions are work related scenarios

ii. Behavioral Questions focus on past behaviors

iii. Background Questions focus on work experience, education and qualifications

5. If additional assessment tools are added to interview process, were they noted in advance on the Job Opportunity Bulletin?  (Yes  /  No)  (Tell/Remind candidates when scheduling interview appointments if there are to be additional components/tools.)
6. What information will be given to each applicant?

· Authorization to Release Form (ensure candidate signs)

· Duty Statement

· Organization Cart
· Exercise

· Interview Questions (ensure candidate returns questions upon leaving interview)
7. How will the interview be opened and closed?  Ensure a relaxed, friendly atmosphere?
Handout 1

Application Screening Criteria

RPA # 


Position Classification _


1. Using the desirable qualifications in the duty statement/JOB, list the factors below and assign a rating/score to each factor.  (Factors included work for AGPA-Change for each job)
	FACTOR
	 RATING

	Demonstrated experience in analytical related work or four year college degree:
1 point for BS/MS Degree in Business Administration
1 point for Analytical Work Experience
	2

	Demonstrated ability to multitask:
1 point for handling busy work environment
1 point for handling more than one major project at a time
	2

	Experience in analyzing and interpreting laws and rules:
1 point for work with local/state/fed government agency that requires intrepretation of control agency
1 point for work private industry policies/regulations/processes
	2

	Demonstrated quality customer service:
1 point for work in State Government that requires extensive customer service
1 point for work in private industry that requires extensive customer service
	2

	Experience working with control agencies:
1 point for State/Public/Private work with control agencies

1 point for work with contact with XXXX, XXXX, or DOF
	2

	Demonstrated excellent writing and oral skills:
1 point for work that required writing reports, issue papers, procedures, specs/scope, oral presentations, heavy or high level oral communication, heavy customer service work
1 point for writing and presentations prepared for educational purposes

	2

	Demonstrated experience with varied software programs, especially XXXXXX related:
1 point for work with Microsoft Office
1 point for work with ABMS or XXXXXX software / hardware / systems
	2

	Demonstrated ability to anticipate or identify problems and their causes and develop solutions
1 point for being a lead in work environment; trouble shooting issues; resolving problems

1 point for managerial work experience
	2

	TOTAL*
	16


· Candidate must have a total of _10_ points or more to be eligible for consideration for this position.  If there are few applicants, all viable candidates will be interviewed.

Application Screening Criteria

RPA # 


Position Classification _

_
Candidate’s Name: _     __________________

1. Is the candidate:  DGS employee   FORMCHECKBOX 
   YES   FORMCHECKBOX 
    NO   Surplus/SROA  FORMCHECKBOX 
   YES   FORMCHECKBOX 
    NO 

      List eligible    FORMCHECKBOX 
  YES     FORMCHECKBOX 
  NO

             Lateral Transfer    FORMCHECKBOX 
  YES     FORMCHECKBOX 
  NO
2. Does the candidate meet the minimum qualifications?   FORMCHECKBOX 
  Yes     FORMCHECKBOX 
  No


If yes, proceed with Step 2.  If no, Stop.  Candidate is not qualified.

3. Using the candidate’s application and/or resume, review the candidate’s experience pertaining to each of the factors listed below and assign a rating using the rating scale below each factor.

	FACTOR
	RATING

	Demonstrated experience in analytical related work or four year college degree:
1 point for BS/MS Degree in Business Administration

1 point for Analytical Work Experience
	     

	Demonstrated ability to multitask:
1 point for handling busy work environment

1 point for handling more than one major project at a time
	     

	Experience in analyzing and interpreting laws and rules:
1 point for work with local/state/fed government agency that requires intrepretation of control agency

1 point for work private industry policies/regulations/processes
	     

	Demonstrated quality customer service:
1 point for work in State Government that requires extensive customer service

1 point for work in private industry that requires extensive customer service
	     

	Experience working with control agencies:

1 point for State/Public/Private work with control agencies

1 point for work with contact with XXXX, XXXX, or DOF
	     

	Demonstrated excellent writing and oral skills:

1 point for work that required writing reports, issue papers, procedures, specs/scope, oral presentations, heavy or high level oral communication, heavy customer service work

1 point for writing and presentations prepared for educational purposes

	     

	Demonstrated experience with varied software programs, especially XXXX related:

1 point for work with Microsoft Office

1 point for work with ABMS or XXXXXX software / hardware / systems
	     

	Demonstrated ability to anticipate or identify problems and their causes and develop solutions
1 point for being a lead in work environment; trouble shooting issues; resolving problems

1 point for managerial work experience
	

	TOTAL*
	     


· Candidate must have a total of _10_ points or more to be eligible for consideration for this position.  If there are few applicants, all viable candidates will be interviewed.

Critical Factors Rating Guide
RPA # 


Position Classification _


List the critical factors and rating (score) for each interview question listed on page 5 or attachment.

	Critical Factors/Comments
	
	Rating
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QUESTION/ANSWER SHEET
(Attach If Using a Separate Interview Questions/Answer Sheet)

RPA # 


Position Classification _

_
PANEL MEMBER: __     ___________________________________

CANDIDATE: __     _______________________________________

1.
     
2.
     
3.
     
4.
     
5.
     
6.
     
7.
     
8.
     
CLOSING REMARKS OR GENERAL COMMENTS:

     
Panelist Rating Sheet
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_
	Candidate
	Panelist

Name
	Panelist

Name
	Panelist

Name
	Panelist

Name
	Average

Score

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


