Preparing for an interview checklist

_______   Request applications from the Business Operations Office

_______   Establish criteria for the position  (Position description and posting requirements to give to applicant).

______   Develop questions for the interview  (Construct a list of questions each applicant will be asked.  Ask each applicant the same questions).

______   Look over legal and illegal questions before interviewing.

______   Prepare an employee selection form for each position you will be conducting interviews.

______   Decide if you will call or send a letter to each participant indicating they were selected or not selected for the position.

