INTERVIEW OUTLINE

 Customer Service Position
Name of Applicant ____________________________________________

Date of Interview _____________________________________________
Interviewed by _______________________________________________

I. Introductions
 Interviewer:       Welcome the candidate.


Describe Company, department and position.  
II. Personal/Situational/Experience Questions

1. Can you tell me what you know about insert company name if anything?
2. Describe an ideal work environment or the perfect job?  
3. Based on only what you have been told about this position - What do you think you will like most about this job?  Why?  Least?  Why?
4. How do you think your current and past managers would describe you?  What would they list as your strengths?  Where do you think they would suggest you could do better?

5. Describe where you would like to be three years from now. Why?  How do you plan to get there?

6. Tell us about a time you had a supervisor or co-worker you didn’t get along with and how you handled the situation.
7. Could you give us an example of a time that you took charge of a situation?  What did you do?  What was the result?

8. Describe how you like to be managed.

9. What are your hot buttons?  What creates stress for you at work?

10. How would you respond to a potential customer who told you that our product or service was too expensive?
11. In your opinion, what does it take to cultivate a good relationship with a customer or potential customer?
12. How would you handle a situation where a customer is asking for something, which is not in the interest of the company or which would violate company policy?
13. Tell me about a time when someone gave you constructive feedback. How did you 

Respond? What did you do with the information?

14. Tell me about a time when you were overwhelmed with your own tasks but still had to make yourself available to help other employees. How did you do it? 

15. Explain a time when you didn't agree with your supervisor's decision. What did you do?

III.
Verifying Completeness of Interview

A. Do you have any questions for us?
B. Based on our discussion, are you still interested in the position?
C. Notify the candidate of the next steps with the interviewing process and timing.
IV. Candidate Evaluation 

	Answer the following questions as they pertain to the requirements of the job:
Education
[   ] excellent
[   ] meets job requirements
[   ] does not meet job requirements
[   ] not applicable for this position

Comments_____________________________________________
_____________________________________________________

Relevant Job Experience
[   ] excellent
[   ] meets job requirements
[   ] does not meet job requirements
[   ] not applicable for this position

Comments_____________________________________________
_____________________________________________________

Supervisory Experience
[   ] excellent
[   ] meets job requirements
[   ] does not meet job requirements
[   ] not applicable for this position

Comments_____________________________________________
_____________________________________________________

Technical Skills
[   ] excellent
[   ] meets job requirements
[   ] does not meet job requirements
[   ] not applicable for this position

Comments_____________________________________________
_____________________________________________________

Interpersonal Skills
[   ] excellent
[   ] meets job requirements
[   ] does not meet job requirements
[   ] not applicable for this position

Comments_____________________________________________
_______________________________________________

Motivation
[   ] excellent
[   ] meets job requirements
[   ] does not meet job requirements
[   ] not applicable for this position

Comments_____________________________________________
_____________________________________________________

Strengths
Comments_____________________________________________
_____________________________________________________

Weaknesses
Comments_____________________________________________
_____________________________________________________

Overall Rating
[   ] excellent
[   ] meets job requirements
[   ] does not meet job requirements
[   ] not applicable for this position

Comments_____________________________________________
_____________________________________________________
Salary Expectations:______________________________________

Date Candidate Available to Begin Work _____________________
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