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	Candidate Name
	
	Competition # Position Title
	

	Your Name
	
	Date
	

	Hiring Manager
	
	Campus/Virtual
	


Suggested Introductions:
· Welcome message, interview process, timing of interview, How the interview will be scored (PAR)
· High level position overview, structure of team
Scoring Criteria & Legend:
	4
	Exceeds Expectations (Excellent)
	Understood question, answered fully, excellent use of PAR, demonstrated high competence in functional area
	
	Problem/Situation – The context. Describe the situation and the background. Who, what, when, where, why.

	3
	Meets Expectations (Good)
	Answered partially, good use of PAR, demonstrated moderate competence in functional area
	
	Action – how was the problem solved?
What was involved in the execution? What options were considered? What were the pros/cons? Who else was involved? What the thought process?

	2
	Below Expectations (Fair)
	Incomplete answer, poor use of PAR, demonstrated low competence in functional area
	
	Result – Was it resolved? What was the outcome that was achieved? How was success measured? 

	1
	Unsatisfactory 
(Needs Improvement)
	No competence, did not use PAR
	
	



	1. Interest
	Score

	What interested you in joining the DEPARTMENT team for the summer?






	Looking for…
· Interest in the department/work that DEPARTMENT does
· Recognition of the role and the requirements of the position
	

	2. Experience, Education, Training
	Score	Comment by Samantha Rivers: If hiring for a summer student ensure they are returning to academic studies at Fleming following their summer employment.

If they are currently in an active academic semester you can only have them work a max of 15 hours per week.

	Please provide an overview of your experience, education and training?






	Looking for…
· Add the required experience, education or training the student will need to be successful in this opportunity
	

	3. Problem Solving / Analytical Skills
	Score

	Tell us about a time when you faced a significant challenge at work or school. How did you navigate through the challenge and what was the outcome?





	Looking for…
· Creative solutions
· Proactive approach
· Accountability for the process
· Root cause analysis
· Evaluating potential issues
· Communication with involved parties

	

	4. Attention to Detail / Task Management
	Score

	Can you describe a time when your attention to detail made a significant difference in your work? What steps did you take to ensure accuracy, and what was the outcome? 




	Looking for…
· Superior organization skills
· Reflection on the work being done, and focus on details
· Double checking, utilizing tools, ensure the accuracy of the work
· Clear example of a specific tasks or project
· Incorporates time management
· Prioritization skills for multiple deadlines

	

	5. Inclusivity
	Score

	
Can you share an example of how you have actively contributed to creating an inclusive environment in your workplace or at school? 

What specific actions did you take, and what was the impact? 





	Looking for…
· Embrace others ideas and perspectives
· Encourage collaboration and foster teamwork
· Build rapport and engage with individuals
· Facilitate open dialogue and ensure all voices are heard
· Navigate disagreements in a constructive way



	

	6. Adaptability / Change Oriented
	Score

	
Have you ever had a time either at work or at school where you realized you were unable to follow through on a deadline or a commitment that you had made?  

How did you handle that?  (or, how would you handle that?)  





	Looking for…
· Project planning strategies or discipline in dealing with multiple demands.
· Proactive monitoring of commitments and deadlines; awareness for importance to communicate to those who would be affected
· Ability to set own priorities.
· Early warning that deadline will not be met.  
· Negotiation of new deadline.
· Dynamic Communication
	

	7. Confidentiality 
	Score	Comment by Samantha Rivers: Beneficial question if the role may be faced with access to confidential information.

	
Have you ever had the experience where someone either at your place of work or in your class, asked you about information that you had access to but that was confidential.  How did you respond (or, how would you respond?)   


	Looking for…
·  Understands professional boundaries 
· Ability to ascertain if/when it’s appropriate to flag a concern with their office buddy and/or the Director  
· Ability to communicate in a neutral and professional manner
· Does not breach confidentiality 
· May have an awareness of provincial privacy laws that affect the workplace


	

	8. Orienting to New Environment
	Score

	Tell me about when you have started a new job in the past and how you went about getting familiarized with your new role, the tools and processes you would be involved with and the overall office ‘norms’ in your new environment.    



	Looking for…
· Effective analytical, problem solving skills.
· Makes use of resources at their disposal (team members, supervisor, existing documentation).
· Use of a buddy; asking questions; seeking clarification; referring to operating manuals; etc. 
· Observation


	

	Closing Question

	Are there any other skills, education, experience that you haven’t had the opportunity to discuss and would like to share with us?



	Total:           / 32



Suggested Closing
· Ask candidate if they have questions. 
· Provide details on the estimated timeline of recruitment, next steps for the candidate. 
Follow Up
· If you are looking to onboard the student provide them with the Fleming College Work Student Application & Domestic Budget Form to complete and return. 
· A copy of the form is to be sent to the Human Resources Talent Officer to process.
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