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THHGLE07B Recruit and select staff

Task 4: Conducting interviews

Post-interview reflection worksheet

Instructions: There are two parts to this reflection worksheet. Part 1 should be completed by you (the interviewer). Part 2 should be completed by the interviewee (the “applicant”). Compare your reflection notes in Part 1 with those of the interviewee in Part 2. Discuss any outcomes with the interviewee and/or your workplace supervisor or manager. This will help consolidate your interviewing skills. Finally, ask your workplace supervisor/manager to sign off on this worksheet.

Both completed Parts 1 and 2 must be stored in your Project Portfolio.

Part 1: Interview reflection questions for the interviewer.
1. Was your preparation for the interview adequate?

2. Were the questions relevant? Were you able to obtain the information you required from the interviewee?

3. Could the questions have been phrased differently to achieve your expected outcomes? Give reasons.

4. Were there any more questions that you needed to ask?

5. Did your questions follow Equal Employment Opportunity guidelines?

6. Did anything unexpected impact upon the interview?

7. What did you feel about this method of interviewing? Would another mode have been preferable?

8. Was there sufficient time allowed for the interview?

Part 2: Interview reflection questions for the interviewee
1. Was the icebreaker question appropriate? Did it put you at ease?

2. Were you given an explanation of the format of the interview?

3. Were the questions appropriate for the position in which you were being interviewed?

4. Did you object to, or feel offended by any of the questions?

5. Did you feel that the interviewers overlooked any questions that they should have asked you?

6. What was the tone or style of questioning used in the interview?

7. Were you supplied enough information about the job?

8. Were you given the opportunity to clarify any points?

9. What did you feel about the interview method used?

When you have completed this worksheet and discussed the outcomes of your interview role-play with your supervisor/manager, ask them to sign off below.

	Date: ​​​​​​​​​​​​​​​​​____________
	Student’s signature: _________________________

Supervisor’s signature: _______________________
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