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Interview Guide

	Posting Number:  <insert text here>
	Institution: ☐ UNT   ☐ HSC   ☐ DAL   ☐ SYS

	Position Title:  <insert text here>
	Department Name: <insert text here>

	Position Number:  <insert text here>
	Interviewer Name: <insert text here>

	Candidate Name:  <insert text here>
	Date: <insert text here>



INSTRUCTIONS
1. Prepare this guide by inserting text where you see <insert…>.
2. Meet internally with all interviewers, provide each with a copy of this guide, and develop a consistent approach striving for consistency, fairness, and objectivity.
3. During the interview, each interviewer will complete their own copy of this guide.  Use the STAR method to prompt the candidate to provide a full response to each question:
· Situation: Describe the context or situation the candidate faced.
· Task Required: Explain the specific task or challenge the candidate needed to address.
· Actions Taken: Detail the actions the candidate took to address the task or challenge.
· Results/Outcomes: Discuss the results or outcomes achieved by the candidate's actions.
4. Create an overall assessment of the responses to each value and the job-related questions by marking the appropriate checkboxes.
5. Meet internally to review results and discuss one another’s completed Interview Guide.  Reach consensus on a final team-based assessment of the candidate using this form, and send it via email to HRemployment@untsystem.edu. 

Note: If support is needed to get the candidate back on track or to focus them on the STAR method, here are some conversation starters to direct the response in the right direction:
· Describe what you did? 
· What was your impact? 
· What was the result?

VALUES-BASED QUESTIONS
Courageous Integrity:   ☐ Remarkable    ☐  Acceptable    ☐  Not Acceptable
<insert selected Courageous Integrity-focused question(s) from the email here>
Be Curious:   ☐ Remarkable    ☐  Acceptable    ☐  Not Acceptable
<insert selected Be Curious-focused question(s) from the email here>
We Care:   ☐ Remarkable    ☐  Acceptable    ☐  Not Acceptable
<insert selected We Care-focused question(s) from the email here>
Better Together:   ☐ Remarkable    ☐  Acceptable    ☐  Not Acceptable
<insert selected Better Together-focused question(s) from the email here>
Show Your Fire:   ☐ Remarkable    ☐  Acceptable    ☐  Not Acceptable
<insert selected Show Your Fire-focused question(s) from the email here>

OTHER JOB-RELATED QUESTIONS
Competencies:   ☐ Remarkable    ☐  Acceptable    ☐  Not Acceptable
<insert your own additional questions here based on job responsibilities, requirements, and other related factors>

	OVERALL ASSESSMENT

	REMARKABLE  
(Exceeds Expectations)
	ACCEPTABLE 
(Meets Expectations)
	NOT ACCEPTABLE 
(Does Not Meet Expectations)

	A
	B
	C

	· Expresses expectations that are completely in line with the position. 
· Expresses an eagerness to fulfill all primary job responsibilities. 
· Exceptional demonstration of skills/knowledge.

	· Expresses expectations that are mostly in line with the position. 
· Does not express a lack of interest in or a dislike for any of the primary job responsibilities. 
· Adequate demonstration of skills/knowledge.
	· Expresses expectations that are clearly and significantly different from the position. 
· Expresses a dislike for some of the primary job responsibilities. 
· Inadequate demonstration of skills/knowledge.
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