
[bookmark: _Toc180575295][image: ]







[image: NSW][PLEASE DELETE THIS COVER SECTION]

Disclaimer

The suggested template is intended for use as a guide of a general nature only and may not be relevant to particular practices, patients or circumstances. Persons implementing any recommendations contained in this publication must exercise their own independent skill or judgment or seek appropriate professional advice relevant to their own particular practice. Compliance with any recommendations will not in any way guarantee discharge of the duty of care owed to patients and others coming into contact with the health professional or practice. This publication is not comprehensive and does not constitute legal advice.  You should seek legal or other professional advice before relying on any content, and practice proper clinical decision making with regard to the individual circumstances. Avant is not responsible to you or anyone else for any loss suffered in connection with the use of this information. Information is only current at the date initially published.
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Interview template

Name of applicant:



Date interviewed:



Date of letter of offer/rejection:



Start with opening questions to put the applicant at ease.

In framing the questions for the interview, it is recommended to try to use open questions to encourage a more detailed response rather than closed questions, which can be answered by a simple “yes” or “no”.

Questions should concentrate on those things that applicants have done in the past which demonstrate their ability to fulfil the role for which you are interviewing. Generic questions that can be of use include:
· Tell me about your last position (or the most relevant to this job). What were your responsibilities?
· What were the things you enjoyed most about that job?
· What were the things you did not enjoy?
· Were there any times when others commented on your exceptional effort/achievement?
· Were there any times when you felt dissatisfied about your effort/achievement?

Other areas to investigate include:
· questions which relate to technical skills:
· for administration staff: using computers, medical equipment, appointment systems
· for medical staff: qualifications, using equipment, past appointments
· questions about working as part of a team
· questions about professional relationships, values and ethics, management skills
· questions about what provides job satisfaction

The use of behavioural questions is important. Ask candidates to discuss how they have handled specific difficult or challenging situations in the past. 

Points to convey about employment in your practice:
· mission, vision and values
· the practice culture
· performance review process
· desired starting date
· expected salary
· next steps
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