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INTRODUCTION TO THE CANDIDATE INTERVIEW DOWNLOAD FORM

The Candidate Download Form provides a way to synthesize all feedback from interviewers in order to accurately assess a candidate’s ‘fit’ for the position and the organization.  It collects the thoughts of each interviewer and allows a comparison of strengths and weaknesses.
Interview Rating:

Interviewers rank each candidate on a scale of one (lowest) to five (highest) as it relates to their competencies, experience, and organizational fit.  Scores should be averaged (total score divided by the number of competencies).
Forced Ranking:

The Forced Ranking sheet is designed to assist the Interviewer in ranking candidates as they go through the interview process.   After each candidate, rank their level of ‘fit’ for the position, with respect to candidates who have interviewed before them.  In the example provided below, Thomas Jefferson was the third candidate to interview for the position.  Stacy Fitzgerald (the Interviewer) thought he was the second strongest candidate when compared with George Washington and John Adams.  
The’ average score’ section from ‘Interview Rating’ should be transferred so that both rankings can be compared.
Individual Candidate Pages:

This is a tool to help a Hiring Manager easily assess a candidate’s strengths and weaknesses.  It also provides a place to provide overall thoughts. 

CANDIDATE INTERVIEW DOWNLOAD FORM KEY

NEXT STEP DECISIONS


The ‘Next Step’ section of the document provides a quick reference as to whether or not you will move forward with a candidate.  

Examples include:
Do Not Pursue

Hold  
Decided Not to Relocate

Second Round 
CANDIDATE INTERVIEW DOWNLOAD FORM (EXAMPLE)
POSITION TITLE: Secretary General, United Nations
HIRING TEAM: Alison Woodhead, Bert Hensley, Stacy Fitzgerald
INTERVIEW RATING (EXAMPLE)
POSITION TITLE: Secretary General, United Nations
INTERVIEWER: Stacy Fitzgerald
	#
	Candidate Name
	Drive Results
	Business Acumen
	Analysis Judgment
	Communication
	Competence
	People Management
	Depth Experience
	Relevance Experience
	Organizational Fit
	Avg. 
Score

	1
	George Washington
	4
	4
	4
	4
	5
	5
	4
	4
	4
	4.2

	2
	John Adams
	3
	3
	3
	3
	3
	3
	3
	4
	2
	3.0

	3
	Thomas Jefferson
	4
	4
	4
	4
	4
	4
	3
	3
	4
	3.8

	4
	James Madison
	4
	5
	4
	4
	4
	4
	4
	4
	4
	4.1

	5
	James Monroe
	2
	3
	3
	3
	3
	3
	2
	2
	3
	2.7

	6
	John Q. Adams
	3
	3
	4
	4
	4
	3
	4
	3
	3
	3.4

	7
	Andrew Jackson
	3
	4
	5
	4
	5
	3
	4
	3
	3
	3.8

	8
	Martin Van Buren
	3
	3
	4
	3
	4
	4
	5
	5
	3
	3.8

	9
	William H. Harrison
	4
	4
	3
	4
	4
	4
	3
	3
	4
	3.7


FORCED RANKING (EXAMPLE)
POSITION TITLE: Secretary General, United Nations

INTERVIEWER: Stacy Fitzgerald
	#
	Candidate Name
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	Avg.
Score

	1
	George Washington
	1
	1
	1
	1
	1
	1
	1
	1
	1
	
	4.2

	2
	John Adams
	
	2
	3
	4
	4
	5
	6
	7
	8
	
	3.0

	3
	Thomas Jefferson
	
	
	2
	3
	3
	3
	4
	5
	5
	
	3.8

	4
	James Madison
	
	
	
	2
	2
	2
	2
	2
	2
	
	4.1

	5
	James Monroe
	
	
	
	
	5
	6
	7
	8
	9
	
	2.7

	6
	John Quincy Adams
	
	
	
	
	
	4
	5
	6
	7
	
	3.4

	7
	Andrew Jackson
	
	
	
	
	
	
	3
	3
	3
	
	3.8

	8
	Martin Van Buren
	
	
	
	
	
	
	
	4
	4
	
	3.8

	9
	William Henry Harrison
	
	
	
	
	
	
	
	
	6
	
	3.7


INTERVIEWER FEEDBACK (EXAMPLE)
CANDIDATE NAME: George Washington

CURRENT TITLE: President, United States
POSITION TITLE: Secretary General, United Nations
INTERVIEW ROUND: First Round
NEXT STEP: Second Round
	Alison Woodhead

(Hiring Manager)
	Bert Hensley

(Interviewer)
	Stacy Fitzgerald

(Interviewer)

	Overall thoughts:

George was very professional and articulate in his presentation of his skills and abilities.  He seems knowledgeable in his area of expertise. 


	Overall thoughts:

George is a very strong candidate who brings a track record of success. He is a natural leader.
	Overall thoughts:

George is well researched and seems to know how to collaborate with senior leaders to accomplish a task efficiently and effectively. 

	Strengths:

· Professional and smart.
· Effective communicator.

	Strengths:

· He is a difference maker.
· Loves to teach and develop.

	Strengths:

· Process and problem solving orientation.
· Ambitious, hungry, motivated. 



	Concerns/Weaknesses:

· Not sure he wants to relocate.
	Concerns/Weaknesses:

· May not relocate.
· May feel constrained in the position.
	Concerns/Weaknesses:

· Didn’t react well to cost of living.



	Ranking:

· #1 Candidate 
	Ranking:

· #1 Candidate
	Ranking:

· #2 Candidate


CANDIDATE INTERVIEW DOWNLOAD FORM
POSITION TITLE:

HIRING TEAM:

INTERVIEW RATING
POSITION TITLE: 
INTERVIEWER: 
	#
	Candidate Name
	Competency 1
	Competency 2
	Competency 3
	Competency 4
	Competency 5
	Competency 6
	Competency 7
	Avg. 

Score

	1
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	


FORCED RANKING
POSITION TITLE: 
INTERVIEWER: 
	#
	Candidate Name
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	Avg.

Score

	1
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	
	
	


INTERVIEWER FEEDBACK
CANDIDATE NAME: 

CURRENT TITLE: 
POSITION TITLE: 
INTERVIEW ROUND:
NEXT STEP: 
	Name

 (Hiring Manager)
	Name

 (Interviewer)
	Name

 (Interviewer)

	Overall thoughts:
	Overall thoughts:
	Overall thoughts:

	Strengths:
	Strengths:
	Strengths:

	Concerns/Weaknesses:
	Concerns/Weaknesses:
	Concerns/Weaknesses:

	Ranking:
	Ranking:
	Ranking:
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