INTERVIEW QUESTION TEMPLATETEMPLATE: RUN PT 20
JULY 2020



Introduction for [Position Title] interviews
[Date] – [Venue & location]

Introduction

Interview Chair to introduce the Interview Panel:

[Panel Chair – name & role]
[Panel member – name & role]
[Panel member – name & role]

and explain the interview process:

1. There will be a total of [NUMBER] questions asked of you during the course of the interview.
2. Members of the panel will take it in turns in asking questions.
3. Members of the panel will be taking notes during the interview.
4. The position is for a [Position Title], employed by [Employer Name] to [very brief overall position statement].
5. Funding for this position is secured until [end of contract date].
6. Working from [employment base and location].
7. Employment is [number of hours] hours per week. Variation to these hours could be negotiated with the successful applicant.
8. Salary range is [salary range or hourly rate], depending on qualifications and experience, plus superannuation.
[Any other pertinent information or allowances e.g. vehicle provided or use own vehicle and allowance rate, provision of mobile phone, office allowance if working from home, provision of computer, printer, etc.]
9. No additional funding is available for relocation to the [location] area.













Interview questions for [Position Title] – [Date]

1. Could you please tell us about yourself and what you are doing at the moment?

2. Tell us about a work related or other project that you have been involved in or managed, of which you are particularly proud. Can you elaborate on the skills that you developed through this activity?

3. Of all the organisations in the natural resource management / sustainable agriculture field why do you want to work with a Landcare organisation. What skills, attributes, and knowledge will you bring to the position of [Position title], so as to foster and build the effectiveness of Landcare?

4. The effectiveness of this position depends on your ability to use a diversity of computer programs.  Please tell us about your experience with the Microsoft Office suite and other software such as accounting and project management software and GIS mapping.  Please share with us any examples of your work that you have brought.

5. Scenario – You arrive at a meeting of 20 landholders, that you have never met before, who are looking to form a Landcare Group.  Describe the steps you would take from the outset and throughout the meeting to help develop an enthusiastic, focussed Landcare Group.

6. This position will require you to liaise and interact with a variety of stakeholders, including landholders, members of the public, contractors and technical advisors.  Describe some of the differences in style you might use to effectively communicate with these different groups of stakeholders?

7. This position will involve working in a shared office environment, where there will be competing demands on your time.  You will be required to share resources and our organisation has limited infrastructure and support compared to for instance, government agencies.
Please give us an example of how you have taken responsibility, been resourceful and overcome difficulties to achieve outcomes.

8. This position will require significant out of normal working hours commitment to attend meetings, events and contact landholders, as well as out of town and overnight travel – can you see that you would have any problems or impediments to being able to do this?

9. Is there anything you would like to ask about the position, or anything you want to add? Please share copies of qualifications, drivers licence and any other reports or materials you have produced.

10. If you were successful when would you be available to start? Bearing in mind a need to relocate if applicable.









Panel Copy - Interview questions for [Position Title] – [Date]

1. Could you please tell us about yourself and what you are doing at the moment?
(Looking for oral communication skills and ability to provide information in a concise manner)
SCORE     /10 


2. Tell us about a work related or other project that you have been involved in or managed, of which you are particularly proud.  Can you elaborate on the skills that you developed through this activity?
(Looking for feeling of ownership in previous employment or other activities)
SCORE     /10 


3. Of all the organisations in the natural resource management / sustainable agriculture field why do you want to work with a Landcare organisation. What skills, attributes, and knowledge will you bring to the position of [Position title], so as to foster and build the effectiveness of Landcare?
(Looking for understanding of local level-Landcare groups, Landcare network and relationship within the community and understanding of community development rather than NRM)
SCORE     /10 



4. The effectiveness of this position depends on your ability to use a diversity of computer programs.  Please tell us about your experience with the Microsoft Office suite and other software such as accounting and project management software and GIS mapping.  Please share with us any examples of your work that you have brought.
(Looking at their existing computer skills and their willingness to learn new skills & programs)
SCORE     /10 


5. Scenario – You arrive at a meeting of 20 landholders, that you have never met before, who are looking to form a Landcare Group.  Describe the steps you would take from the outset and throughout the meeting to help develop an enthusiastic, focussed Landcare Group.
(Looking for ways to overcome shyness, skills to identify group issues, engage all members and techniques for developing simple action plans)
SCORE     /10 


6. This position will require you to liaise and interact with a variety of stakeholders, including landholders, members of the public, contractors and technical advisors.  Describe some of the differences in style you might use to effectively communicate with these different groups of stakeholders?
(Looking for ability to communicate with different people, recognising when not appropriate to use jargon etc)
SCORE     /10 





7. This position will involve working in a shared office environment, where there will be competing demands on your time.  You will be required to share resources and our organisation has limited infrastructure and support compared to for instance, government agencies.
Please give us an example of how you have taken responsibility, been resourceful and overcome difficulties to achieve outcomes.
(Looking for attributes such as self-motivation and initiative in own work matters and cooperative efforts to achieve organisational goals)
SCORE     /10 


8. This position will require significant out of normal working hours commitment to attend meetings, events and contact landholders, as well as out of town and overnight travel – can you see that you would have any problems or impediments to being able to do this?

NOT SCORED 

9. Is there anything you would like to ask about the position, or anything you want to add? Please share copies of qualifications, drivers licence and any other reports or materials you have produced.

NOT SCORED 


10. If you were successful when would you be available to start?  Bearing in mind a need to relocate if applicable.
NOT SCORED 


Organisational fit – impression of suitability to work with existing staff, stakeholders and committee

SCORE     /10 
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