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Structured Interview Planner
Use shared, job-related criteria before meeting candidates.

1. Write the role’s three most important outcomes.

2. Identify job-related skills or behaviors needed for those outcomes.

3. Prepare the same core questions for each candidate.

4. Agree what a strong, partial, or weak answer would demonstrate.

Question: Tell us about a time you handled a relevant task or challenge. What was your role, what did

you do, and what happened?

Question: How would you approach a realistic role-related scenario?

Candidate: ___________________ Interviewer: ___________________

Criterion: ___________________ Evidence: _____________________

Rating (1–5): _____ Job-related rationale: ______________________

Close: Record evidence, not impressions. Note follow-up questions and compare candidates against

the agreed criteria.

This resource is a discussion aid, not a formal audit, legal opinion, or compliance review. Adapt it to applicable hiring
requirements.
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