Candidate Interview Scorecard
This Candidate Interview Scorecard is a tool created to facilitate consistent, fair, and objective candidate evaluation during interviews. It provides a measurable framework to help interviewers assess key competencies relevant to the job and support more equitable hiring practices. This structured approach can reduce bias, support better decision-making, and ensure the hiring process focuses on finding the best fit for the role.
Instructions:
1. Define Key Criteria: List the important qualities or competencies that are necessary for success in the role (e.g., Technical Skills, Communication, Cultural Fit).
2. Rate Each Criterion: For each question, rate the candidate on a scale from 1 to 5 based on how well they answer each question. Find the average score for each criterion to determine the candidate’s combined skills/ability in each competency.
3. Total the Scores: Add up the average scores for each criterion to get the candidate's overall score.
4. Compare Candidates: Use the total score to compare candidates objectively and identify the best fit for the role.

How to Adapt the Scorecard for Each Position:
1. Modify Evaluation Criteria:
· Customize the evaluation criteria to reflect the specific skills or competencies relevant to the job. For example, customer service might be a key skill needed for a client-facing role or leadership potential for a managerial position.  
2. Adjust the Number of Criteria:
· If you want to focus on fewer or more aspects of the role, simply add or remove evaluation criteria. Ensure that each criterion is clearly defined.
3. Adapt Interview Questions:
· Tailor the interview questions to assess your specified criteria. For example, if you are evaluating your candidate’s problem-solving skills, ask job-specific technical questions or situational scenarios to determine their skill level.
4. Adjust the Number of Interview Questions:
· Some criteria may need deeper exploration based on the role. If key skills like problem-solving or leadership are important, you can ask multiple interview questions to cover different aspects of that skill.
5. Collaborate with the Search Committee:
· Involve your search committee to customize the scorecard so it reflects the collective priorities and expectations for the position.
  
Evaluation Criteria Examples:
· Technical Skills - Ability to perform the specific tasks required for the job 
· Communication Skills - Ability to express ideas clearly and effectively, both verbally and in writing.
· Cultural Fit - Alignment with the company’s or team’s values, mission, and work environment.
· Problem-Solving Skills - Ability to identify problems, analyze them, and develop effective solutions.
· Teamwork - Ability to work well with others, contribute to a team, and resolve conflicts productively.
· Leadership Potential - Capability to inspire, guide, and manage others, even in non-leadership roles.
· Adaptability - Ability to adjust to new situations, handle change, and learn quickly in evolving environments.
· Initiative & Proactivity - Willingness to take ownership of tasks, show initiative, and proactively contribute.
· Project Management Skills - Ability to plan, execute, and manage projects to completion, including coordinating resources and tracking progress.
· Customer Service Skills- Ability to understand and meet the needs of customers or stakeholders.
Sample Interview Questions
Technical Skills
· Can you describe your experience with [specific tool/technology] and how you’ve used it to achieve results in your role?
· Tell me about a project where your technical skills played a key role in its success.
· How do you stay updated on the latest trends or advancements in your field?
· Imagine you’re given a task that requires technical knowledge you haven’t used in a while. How would you go about completing the task? What resources or strategies would you use?
· Discuss your experience with [specific technology/industry/theory]. Can you provide an example of a project where you utilized this skill effectively?
Communication Skills
· Describe a time when you had to communicate complex information. How did you ensure your message was clear?
· How do you adapt your communication style when working with different teams or individuals?
· Can you share an experience where effective communication helped you solve a problem?
· Tell me about a time when you had to resolve a difference of opinion with a coworker/customer/supervisor.
· You need to present complex information to a group with varying levels of knowledge. How would you approach preparing and delivering this information?
Cultural Fit
· What attracted you to our organization, and how do you see yourself aligning with our values?
· How do you typically handle situations when your personal values or work style differ from your team’s?
· Can you give an example of a time when you felt truly aligned with your team’s values or mission? What impact did this have on your work?
· What do you value most in a work environment, and how do you bring those values into your work?
· Imagine you joined a team with very different values or work styles from yours. How would you navigate potential conflicts and work effectively with them?
Problem-Solving Skills
· Tell me about a challenging problem you faced and the steps you took to resolve it.
· Describe a time when a project didn’t go as planned. How did you address the issues that arose?
· How do you approach situations where you don’t have all the information you need to make a decision?
· Give me an example of when taking your time to make a decision paid off.
· Give me an example of a time when you had to put a decision on hold because you did not have enough information.
· Describe a time when you had limited resources and had to come up with a solution to achieve a goal or complete a project. How did you approach the problem, and what was the outcome?
Teamwork
· Can you give an example of a time when you worked on a team project? What was your role, and how did you contribute?
· Describe a time you had a conflict with a teammate. How did you handle it?
· How do you ensure that everyone’s voice is heard when working on a team?
· Describe a disappointing team experience. Looking back, what would you have done to improve the situation?
· A team member is struggling to keep up with their responsibilities, impacting the group’s progress. How would you approach supporting them and ensuring the project stays on track?
Leadership Potential
· Tell me about a project you had to initiate or oversee. How did you communicate with your team? Did the project succeed?
· How do you motivate others when working in a team setting?
· Describe a situation where you helped a team member improve their performance.
· Have you ever been in a situation where you had to persuade others to accept your ideas? What was your approach? Did it work?
· Describe a time when you recognized an issue within your team or project before others did. How did you take action, and what was the result?
Adaptability
· Describe a time you had to adjust quickly to a major change at work. How did you handle it?
· Tell me about a specific time when you were given new information that affected a decision you had already made. What was the outcome?
· How do you approach learning new skills or adapting to unfamiliar technologies?
· Can you give an example of when you had to pivot your approach in a project due to unforeseen circumstances?
Initiative & Proactivity 
· Can you share an example of a time you identified a problem and took the initiative to solve it?
· Tell me about a project you started on your own because you saw an opportunity for improvement.
· How do you typically approach tasks when you have little guidance or supervision?
· Describe a situation in which you went beyond your assigned responsibilities to ensure a project’s success. What motivated you to do so?
· In a scenario where you’ve been assigned a task with minimal guidance, how would you approach it to ensure quality and alignment with team expectations?
Project Management Skills
· Describe a project you managed from start to finish. How did you ensure it stayed on track?
· How do you prioritize tasks and manage competing deadlines in a project?
· Share a time when you had to coordinate multiple teams or resources to complete a project.
· Can you give an example of when you coordinated cross-functional teams to achieve a project goal?
· Share a time when you had to reallocate resources or adjust timelines to meet project demands.
Customer Service Skills
· Describe a time you went above and beyond to meet a customer’s needs.
· How do you handle difficult or dissatisfied customers?
· Can you share an experience where you turned a negative customer interaction into a positive one?
· Can you give an example of when you proactively anticipated a customer’s needs before they expressed them?
· How do you balance meeting customer expectations with company policies?
· If a customer requests a service or feature that isn’t feasible. How would you handle the conversation to maintain a positive relationship while managing expectations?





Candidate Interview Scorecard
Position Title: _____________________________________________________________________________________________
Interview Date:  ___________________________________________________________________________________________
Candidate Name: _________________________________________________________________________________________
Interviewer Name: ________________________________________________________________________________________

Interview Question Scoring Scale
1 – Poor: The candidate’s response was significantly lacking, demonstrating little to no understanding or ability in this area.

2 - Below Average: The response was weak or incomplete, with limited understanding or ability. The candidate struggled to meet expectations.

3 – Average: The candidate met expectations with an adequate response but did not stand out. Their answer was sufficient but lacked depth.

4 – Good: The candidate exceeded expectations, offering a clear and strong response with good understanding and skills.

5- Excellent: The candidate gave an outstanding response, showing exceptional understanding, skill, and insight into the topic.
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