TEMPLATE 8

Interview Checklist

· Arrange a venue

· If required, arrange assistance with interviewing 

· List interview questions

· Plan the length of interview

· Conclude the interview

Questions

An interview is an exchange of information, therefore, it is important to listen and give the person a chance to speak and ask clear questions.

Don’t assume anything, whether in terms of giving or getting information.

Examples:

· Explain about the job.  Now that you’ve seen the Job Description, do you have any questions?

· I see that you don’t have direct experience of this kind of work, but people often have other experience. For example, some people have members of their family, or friends, or maybe neighbours who are disabled in one way or another.  What experience of working with disabled people do you have?

· I will need to tell you how to do things in the way I want them done.  How do you think you would cope with this?

· How would you react if you have done something and I want it done again in another way? 

· What if I ask you to do something, and you think there is another way to do it that you would prefer - what would you do?

· If we did have a difference of opinion, how do you think you would deal with this?

· What qualities and experience do you have that you think would make you a good Personal Assistant?

· Would you be interested if there is any training available?

· Have you been on any relevant training courses? If so, when?

· Would you be prepared to consider being called on at short notice to do more than your usual hours, e.g. if another PA goes off sick?

· What shifts would you prefer e.g. Days, nights or a mixture?

· What are your hobbies/interests?

· Do you have a car?  Would you be prepared to use it for work?  

· If relevant you should ask why they are leaving, or have left, their current or last job.

· You should mention any other things you enjoy doing such as gardening, socialising and ask if the Personal Assistant would be prepared to do this as part of their job? 

· If you have pets you might want to mention them.  Some people have allergies and could not work with pets.

· Would you be prepared to consider part-time or relief work?

· Any questions you’d like to ask me?

Concluding the Interview

You should also explain the following:

· Pay and conditions and any rota system you have worked out in advance

· Contracts of Employment

· When/how the applicant will hear if successful or not

· That you will take up references for the applicant prior to appointment (assuming you have not done so prior to interview)

· Advise that if successful relevant Criminal Records Bureau (CRB) checks may be carried out prior to commencement.  Ask the DPSS for clarification
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