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INTERVIEW INFORMATION
All Shortlisting paperwork must be returned to the HR Directorate 15 working days before actual interviews take place as candidates must be given 10 working days notice of the interview date.  If you wish to return paper work in a shorter time period, authorisation must be sort from your Link HR Manager.
Post Title: __________________________________________________________________________

Post No:____________________________________________________________________________

Date of Interview: ____________  On arrival candidates to report to:_____________________________


If an internal candidate is not short-listed s/he must be informed & given appropriate feedback by the responsible manager before the interviews take place.
The following candidates have been short-listed for the above-named post:-

	Applicant
	Name
	Invite for interview at (time):

	Number
	
	Informal
	Formal

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Selection methods to be used:
	Interview
	Skills Exercise
	Lecture
	Presentation
	Other

	Please tick:
	
	
	
	
	


	Other information to be given to candidate:
	Tour
	Lunch
	Duration of Process

	Please tick:
	
	
	


Interview Panel 

All Panel members must have attended the Brookes Recruitment and Selection Course. 
(Please note that interview panels should hold a pre-meeting to review the shortlist and to prepare for the interview procedure and questions.)

1. _________________________________________ 4. ______________________________________
2.   _________________________________________ 5. ______________________________________ 

3.  __________________________________________ 6. ______________________________________

Short-list Prepared By: __________________________________________________________________

Please indicate if any of the shortlisted candidates are known to any member of the Panel 

and if so, in what capacity.

	....................................................................................................................................



All interviews to be arranged through the Directorate of Human Resources
Faculties/Directorates to arrange to receive candidates and to book interview 

rooms and refreshments if required please.
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