INTERVIEW 2 TEMPLATE

Prior to this interview, ensure that an interviewer briefing has been conducted (as per Interview 1 Template).

Candidate Name: ___________________________________  Date: ________________

Interviewers: ____________________________________________________________

The purpose of interview 2 is to:

· Affirm views from interview 1

· Further explore candidate’s suitability against pre-defined selection criteria

· Clarify information about the role

· Discuss terms and conditions

	
	INTERVIEW PROCEDURE
	TIME TAKEN

	1.
	Welcome/Interview introduction
	2 mins

	
	
	

	2.
	Candidate questions/Review of candidate’s understanding of the job and the

company.


	5 mins

	3.
	Review of experience/education

(where interviewers have not previously met the candidate)
	10-15 mins

	
	
	

	4.
	Interview Questions
	15-25 mins

	
	
	

	5.
	Discussion of terms and conditions of the role

· Superannuation

· Salary expectations (including bonus, TRP where applicable)

· Other benefits

· Confirm referees can be contacted

· Check qualifications (originals/certified copies only), retain copy 
for file
	10-15 mins

	
	
	

	6.
	Sum-up

· Reiterate what the process will be from here and timing

· Thank candidate for their time
	

	
	
	


Follow-up questions/areas to be addressed in reference check:  __________________
____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Interview Comments:  ___________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Final Step:  Conduct reference check.

