Interview Evaluation Form

Applicant's Name: 

Date: 

Position Interviewed For: 
  Job Opening Number: 


Area Evaluated
Superior
Above Avg
Average
Weak
Comments

Technical Knowledge






Educational Background






Previous Job Accomplishments






Applicability of Work Experience






Communication Skills






Other Requirements:



























 






Job Qualifications:

ASSETS: _____________________________________
LIABILITIES: __________________________________

____________________________________________
______________________________________________

____________________________________________
______________________________________________

Other Comments:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Hiring Recommendation:

MAKE OFFER: 
YES [ ]    NO [ ]     
WORK IN MY AREA: YES [ ]      NO [ ]

Rationale for Decision: 


INTERVIEWER'S SIGNATURE: 
  DATE: 

NOTE: Please complete and return your comments to the recruiter immediately to ensure the timely processing of the offer (if applicable) and response to our applicants.

In keeping with the Americans with Disabilities Act of July, 1992 (ADA), as well as current EEO laws and provisions, and to assist you in conducting the most effective interview, the following guidelines must be used. Managers should understand that as an Equal Opportunity Employer, it is company policy to avoid improper questions during the recruitment process.

QUESTIONS YOU MAY NOT ASK
· Do NOT ask questions of a personal nature such as marital status, how they get to and from work, child care issues.

· Do NOT ask questions specifically related to race, ethnicity, gender, religion, sexual orientation, national origin, or age.

· Do NOT ask if they have a disability, how they became disabled, or the prognosis of their disability.

· Do NOT ask how often they will require time off for treatment of their disability.

QUESTIONS YOU MAY ASK
· You may ask that if hired, would they be able to work during the normal day and hours required for the position.

· You may ask if they have any commitments to another employer that might affect their employment.

· You may ask, that if hired, can they furnish proof that they are 18 years of age, or if under 18, do they have a permit to work.

· You may ask, that if hired, can they provide proof of their legal right to work in the U.S.

· You may ask about their ability to perform essential job-related functions.

· You may describe or demonstrate the job function and inquire whether or not they can perform the function with or without reasonable accommodation.

· You may ask them to describe or demonstrate how they will be able to perform job-related functions.

· You may state attendance requirements of the job and inquire if they can meet them.

PLEASE REMEMBER
· Do not automatically give assistance to a disabled applicant without first asking if they want it.

· Treat the disabled applicant as you would any other adult - don't be patronizing.

· Focus on skills and ability.
For further information on EEO requirements or the ADA, please contact Human Resources.
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