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Interview Questions
	Candidate:
	
	Interviewers:
	

	Date:
	
	Role: 
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How to use this interview script: 
· ‘Culture fit’ questions are pre-populated (Questions 1-4) and are mandatory.
· Questions 4 -7 are free for you to select the most appropriate competency-based questions. You can select these from the question bank. Ensure you also pull across the aligned positive indicators. 
· Questions 8-10 are free for technical questions. These are questions specific to the role that you can write. Some examples are provided in the question bank. Please also scope positive indicators. 
· Please score the answer to each question using the positive indicators provided. The score is from 0-5 (see key at bottom of this page). The positive indicators are to be used as a guide to help you score and the score is not meant to be a count of positive indicators.
· It is essential that all notes sections, scoring sections are complete including the final summary of candidate performance, total score and summary of scores above, as well as development areas.  
· You must read all the instructions on the front to the candidate before the interview. You must also read the information on the interview finish page including the ‘Important information to tell the candidate’ statement. 
Please read the bold text below to all candidates to ensure a consistent introduction to the interview is provided: This interview will consist of __ questions and will last for approximately __ minutes.  

The questions will require you to provide examples from your past experience. Please try and think of recent examples wherever possible. If providing examples involving working in a team, it is important to be clear on your contribution as an individual. In general, for each example try and provide information around:

· Context - focus on what the situation was, providing some background and content to the interviewers  
· Actions - detail what you specifically did, what actions you took and who you involved.
· Result - share the outcome 
· Learning/reflection – What would you do differently if you had the opportunity? 

We will be taking notes during the interview so we apologise in advance for our lack of eye contact. We will need to cover all questions within the time allocated; therefore, there may be occasions where we will move you on the next question. 

If you want a question to be repeated or rephrased please let us know. Similarly, if your mind goes blank and you want to return to that particular question at the end, again please just let us know.
Do you have any questions before we commence?
Scoring Key (for interviewers only): 
0 Disregard
1 Meets minimal requirements of question, with few positive behaviours
2 Demonstrates limited positive behaviours
3 Mid way – demonstrates half and half
4 Demonstrated most, but not all positive behaviours
5 Outstanding, demonstrates the full positive behaviours

Question 1
Culture Fit Question
Talk me through your experience to date, highlighting relevant roles and outlining the rationale behind some of your key career moves. (Ensuring there are no gaps unaccounted for and that they demonstrate logical career progression)
What skills do you have that are relevant to this post?
Why do you want to work for Outcomes First Group?




Discuss any gaps in employment history and record below
Date
Reason







Positive Behaviours 
1
2
3
4
5
Notes
Wants to help improve the lives of young people






Quotes the OFG vision, mission and values






Links their skills, experience and career path to the role






Clear motivations for applying






Demonstrates enthusiasm for the role






Average Score:



Question 2 – Proactive Sourcing & Talent Pooling

Tell me about a time you had to proactively source candidates for a hard-to-fill or specialist role. How did you approach it, and what was the outcome?




1
2
3
4
5
Notes
































Notes

Question 3 – Recruiting to Niche / Specialist Roles

Describe a time when you were recruiting into a niche or unfamiliar market. How did you build your understanding and successfully attract suitable candidates?





Notes
1
2
3
4
5
Notes

































Question 4 – Reducing Agency Spend / Direct Sourcing

Can you give an example of when you reduced reliance on agencies or improved direct sourcing results? What actions did you take and what impact did it have?



1
2
3
4
5
Notes
































Notes

Question 5 – Continuous Improvement

Tell me about a process improvement you identified within recruitment or resourcing. What prompted it, what did you change, and what was the result?


1
2
3
4
5
Notes






































Notes

Question 6 – Stakeholder Management

Describe a time when you built or maintained a strong relationship with a challenging or high-expectation stakeholder. How did you manage their needs and expectations?



1
2
3
4
5
Notes
































Notes

Question 7 – Advertising & Attraction Strategies

Describe a time when you created or trialled a new attraction or advertising method (for example, social media or campaign-based sourcing). What was the outcome?




1
2
3
4
5
Notes
































Notes

Question 8 – Candidate Search & Qualification

Tell me about a time you used multiple platforms or methods to identify and qualify candidates. How did you decide who to put forward to stakeholders?




Notes
1
2
3
4
5
Notes

































Question 9 – Safeguarding & Safer Recruitment

Can you give an example of how you’ve upheld compliance, safeguarding, or safer recruitment standards in your previous roles? Why was this important?




Notes
1
2
3
4
5
Notes

































Question 10 – Taking Recruitment Briefs

Give an example of when you took a detailed brief from a hiring manager. How did you ensure you fully understood the role and what success looked like?




Notes
1
2
3
4
5
Notes
































Discuss any gaps in employment history and record below
Date
Reason








Interview Finish

Let the candidate know that is the end of the questions and thank them for their time, letting them know they will have an opportunity to ask questions shortly. 

Confirm with them if they have any pre-booked annual leave and their notice period (take notes below)

Also confirm the Terms & Conditions of the role including: 
· Salary
· Working Hours
· Temporary/Permanent/Full Time/Part Time/ Term Time
· Benefits package (including holidays, pension, healthcare etc.) 

Ask the candidate if they have any questions they would like to ask. 

After they have asked questions please copy and verify the candidate’s documentation as detailed below



Pre-Booked Holiday

Notice Period

Additional Comments 

Important information to tell the candidate:

If you are successful you will share the responsibility for safeguarding all vulnerable young people in the UK. As part of this responsibility you will be asked to volunteer information from your personal life that might pose a safeguarding risk, for example any relationships and associations. 
You will be asked to volunteer this information prior to starting. 




Documentation

The candidate will have been asked to bring ID documents to confirm their identity and prove their eligibility to work in the UK. They will also have been asked to bring certificates for any qualifications essential for the role.
· Take copies of the required qualifications
· Take copies of the ID
· Verify you have seen the original ID and qualification documents by writing on each photocopy: ‘Original seen by [printed panel member name], [panel member signature], [Date].’

Valid forms of ID: 
The candidate must provide 3 forms of ID. Either one from group 1 and two from group 2, or two from group 1 and one from group 2.

Group 1
· Passport (valid)
· Photo driving licence
· Birth certificate 
· HM Forces card

Group 2
· Bank statement dated within the last 3 months
· Credit card/mortgage/pension statement dated within the last 3 months
· Utility bill (for current address) dated within the last 3 months
· Council tax statement from last 12 months
· P45 or P60 from the last 12 moths

Summary of Candidate Performance:
Total Score:

___________












Summary of Candidate Development Areas:


image1.jpg
hoﬂ

v

Outcomes
First Group




