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1. Invitation and briefing

Ensure all candidates who make it to the interview round get the same invitation, including a briefing on what to expect from the interview, such as:

· How many people they will speak to
· Who will conduct the interview
· How long the interview is likely to last
· The interview format (e.g., virtual or in person)
· The purpose of the interview
· Whether they need to prepare anything beforehand and if so, what it is
· What documents they must provide (if any)

Below is an example of an interview invitation email you can send to candidates:

Subject: [Company Name]: Interview Availability

Dear [Candidate’s First Name],

Thank you for applying to the [Job Title] position at [Company Name]. We’ve reviewed your application carefully and we’re excited to invite you to interview for the role. 

Your interview will be conducted [Format] and will be roughly [Interview Duration]. You’ll be speaking with [Interviewer’s Name], our [Interviewer’s Job Title]. The interview will be face-to-face/online, at [Office Address/Meeting Link].

Please use the following link to choose a suitable date and timeslot for the interview: [Link to Appointment Scheduling Page].

Thanks again for your interest in joining the [Company Name] team! We look forward to speaking with you soon.

Warm regards,
[Your Name and Email Signature]
2. Setting the stage

Create the same setting for every candidate to ensure all candidates get the same experience. Use a checklist like the one below:
· Have the following documents ready:
· Candidate’s résumé
· References (if applicable)
· Work sample (if applicable)
· Interview guide
· Review the relevant documents
· If remote, make sure the tech is working (audio, video, conferencing tool, etc.)
· If remote, ensure you use the standard company background
· If in person, prepare the room (make sure it’s quiet, well-lit, distraction-free, etc.).

3. Welcome

Decide what you must mention when welcoming candidates to establish and reinforce the organization’s image to them. You might include:

· Key milestones in the company’s history
· The work environment
· The organizational culture
· The job itself
· The interview process

You can use the following welcome script and customize it to better fit each role:

“Hi, [Candidate’s First Name]; welcome to [Company Name]. I’m [Interviewer Name]. 

Before we begin, I’ll briefly explain the structure of this interview. We’ll begin with [First Part of Interview], followed by [Second Part of Interview]. Then, we’ll [Third Part of Interview]. The interview will last about [Expected Interview Duration].

Do you have any questions before we start?”
4. Questions to ask

Prepare a standardized set of questions to provide the interviewer with a uniform method of recording information, rating applicants and comparing candidates. You can use the STAR method, for instance:

· Situation: “Can you share an example of when you needed to explain a complex idea to someone?”
· Task: “What was your responsibility in making sure they understood the idea?”
· Action: “What actions did you take to simplify the concept or adapt your explanation?”
· Result: “How did the person respond, and what was achieved as a result of your explanation?”
5. Candidate questions

Towards the end of the interview, the interviewer should ask the candidate if they have any questions about the job, company, team, etc. Below are some example candidate questions and how you can answer them:

	Candidate question
	How to answer

	What are the company’s goals, and where is it heading in the next few years?
	· Share the company’s mission, vision and goals
· Explain how the role and the team the candidate will join contribute to the above. 

	What kind of development opportunities does the company offer? 
	· Mention the different professional development options the company offers employees, and how they can access them.

	(For hiring managers) How would you describe your management style?
	· Be honest about your management style and give some examples
· Let the candidate know they can contact your (former) team members to ask about their experiences with you as their manager.

	(For hiring managers) What would be my first project?
	· If you already know what their first project will be, tell them about it
· If not, give some examples of the first projects their predecessors have had
· Be honest about the timeline and when they realistically can expect to start working on their first project.

	What’s the biggest challenge the team is facing right now?
	· Share the team’s biggest challenge and how you’re planning to solve it.

	Why did my predecessor decide to leave?
	· Provide the main reason(s) their predecessor left.
· If they left on good terms, tell the candidate they can contact them for more information.  



6. Wrapping up

Before saying goodbye to a candidate, do the following:

· Thank them for their time
· Tell them what the next steps are (when they can expect to hear from you again and how — by email or phone, etc.)
· Ask them for their references and how to reach those people
· Let them know whom they should contact and how if they have any questions after the interview.

You can use a short closing script like this one:

“That’s it for today, [Candidate’s First Name]. Thank you so much for your time! We’ll inform you via email/phone by [Date]/within [X Days/Weeks] if you’ve made it to the next stage of the selection process, which is [Next Stage of Recruitment Process]. 

Before you leave, could you please give me/confirm the details of your references and let me know how we can reach out to them? 

If you have any questions after this interview, you can contact [Contact Person’s Name] via email/phone at [Contact Person’s Email Address/Phone Number].”

7. Scoring

Once the candidate has left the interview, fill in their scores right away into your interview scorecard. Use the rating scale and scoring method you’ve agreed on with other stakeholders at the beginning of the recruitment process.
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