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INTERVIEW QUESTIONS

	Applicant name:
	

	Position applying for:
	VOLUNTEER SUPERVISOR 

	Interviewer:
	

	Date / Time:
	


Greet the applicant:
•
Give your name and position. 

•
Thank the candidate for making the time for the interview.

•
Congratulate the candidate for getting this far in the selection process.

•
Ensure there is drinking water available for the candidate.

Explain the interview’s purpose:
•
To help you learn more about the candidate’s background and experience.

•
To help you as the interviewer and the candidate to understand the extent to which there is “good fit” between the candidate and the organisation.
•
To help the candidate understand the position and the organisation.

Describe the interview plan:
•
Give an approximate length of the interview.
•
The candidate will then be asked a series of questions which relate to his/her past experience. 

•
Towards the end of the interview, the candidate will have the opportunity to ask questions about the position and the organisation.

•
Indicate that you will be taking notes.
	General Questions – Position Description


	Question: Can you tell us what your understanding of the role is and also what interested you in this position?


	Notes:



	General Questions – Privacy & Confidentiality



	Question: Can you please describe what steps you would take when dealing with a sensitive volunteer/client issue?  

	Notes:



	Specialist Skills & Knowledge

	Question: Can you tell us about your experience in working with volunteers and what you think is important to them?

	Notes:



	Management skills


	Question: This role requires a person who has the ability to manage their own time and set their own priorities.  What are some strategies that you use to prioritise your time?

	Notes:



	Interpersonal Skills

	Question: This role requires someone who is able to gain confidence of not only volunteers but also within the community.  What strategies would you use to gain confidence from the volunteers and community members?


	Notes: 


	Qualifications & Experience



	Question: Customer service is an important aspect of this role.  What do you consider to be good customer service?

	Notes:



Closing the Interview:
•
Opportunity for additional questions from applicant.
•
Does applicant have anything further they would like to add?
•
Thank them for their time.
•
Explain the next steps in selection process.
•
Outline when they can expect to hear from you.

If you were successful for this role, when would you be available to start?

______________________________________________

Individual Selection Matrix:

	
	Criteria
	Below 

Acceptable (0)


	
Requires further 

Development (1)

	Acceptable  (2)
	
More than

acceptable  (3)
	
Exceptional  (4)

	1
	Accountability and Extent
	
	
	
	
	

	2
	Specialist Skills & Knowledge


	
	
	
	
	

	3


	Management Skills
	
	
	
	
	

	4
	Interpersonal Skills
	
	
	
	
	

	5
	Qualifications & Experience
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If you were successful for this role, when would you be available to start?
General comments on candidate:
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