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4.7

Phone Interview Template
Instructions
Conducting effective and efficient phone interviews is an excellent way of pre-screening, and saving time and money in the interview process.  The phone interview allows you to determine if the applicant's qualifications, experience, workplace preferences and salary needs are a good fit with the position and organization.  

When conducting a phone interview, the main focus is to establish the level of desire for a face-to-face interview.  As part of the screening process, your phone interview should provide enough information to both parties to establish a level of interest.

Try to keep your phone interviews in the range of 30 minutes, give or take 5 minutes – more in depth information is better suited to a face-to-face interview. 

Sample Phone Interview Template
1. If you are chosen by the Hiring Committee for a first Interview, they will be early next week. Are you available?

2. What is your availability, when can you start work?

3. Skill sets:

a. Confirm that they have the skills/qualifications you’ve asked for on the posting by using specific questions.

4. What part of your previous education and training fits in with the job requirements of this position? Are you interested in further professional development?

5. How would this position fit in with your long term goals?

6. Did you provide three names/numbers of references that I can contact? OR: Can I contact the references you listed on your resume?

7. Do you have any questions for me?

8. Next Steps: We will be finishing phone interviews by (Date), and our plan is to contact the short list for interviews by (Date).  
Traditional Questions to Ask Applicants
Use the spaces provided to write down the applicants’ responses, as well as any additional notes you wish to make about their answers.
1. What are your long-term goals?
2. What are your greatest strengths? 
3. Why are you interested in this position?

4. What can you tell me about our company, our business, and our clients?

5. What unique skills would you bring to this company?

6. How would your former co-workers or manager describe you?

7. Tell me about a time when you had to balance multiple projects simultaneously and how you dealt with it.

8. Tell me about a time when you had to work with an individual who was difficult to get along with, and how you dealt with that situation.

9. How do you accept constructive criticism and peer feedback?

10. What really motivates you in a workplace?

11. Give me an example of how you handled a moral or ethical dilemma.

12. Name an achievement – either personal or work-related – of which you are particularly proud.

13. What areas are within your sphere of responsibility in your current position?  How do you make sure that you know what is happening (problems, changes, etc.)?
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