INTERVIEW DETAILS

Please return to HRSupport@aberdeencity.gov.uk 
	Post Title:

	………………………………………………………………….



	Post Reference Number:  
	ABC0 …………………………………………………………



	Date(s) of Interview:

	…………………………………………………………………



	Will an alternative interview date be available or an option, if requested from Candidate?

If yes, do we contact the Recruiting Manager or other (please state)


	Yes / No

Recruiting Manager / Other………………………………..

…………………………………………………………………



	Interview Panel:

Full name & Post Title of each member

(Please note: At least one of the members on the interview panel must have attended the Corporate Recruitment & Selection Training)

	………………………………………………………………….

………………………………………………………………….

………………………………………………………………….

………………………………………………………………….

	Interview location including full address:
	………………………………………………………………….

………………………………………………………………….

………………………………………………………………….



	Are there car park facilities available for the candidates to use when attending interview 
(Please Circle):


	YES / NO

	Name of staff member candidate should report to:


	…………………………………………………………………



	Time of first Interview Slot:


	………................................................................................



	Length of each interview 

(in minutes):
	…………………………………………………………………


	Please specify if you want ‘free’ time between each interview
(in minutes):

	…………………………………………………………………

	Specify Break Times:  

e.g Lunch 12 – 12.30pm
	…………………………………………………………………

	Do you have any shortlisted applicants that require assistance with possible Interview Expenses:
Have you considered alternative method of interview;

e.g Skype or Telephone 

To arrange a skype interview, please contact the ICT Helpdesk on x3434 or e-mail

ICTHelpdesk@aberdeencity.gov.uk

	*YES / NO
*If yes, please state name(s) of candidates

…………………………………………………………………

…………………………………………………………………

…………………………………………………………………

…………………………………………………………………

	Essay questions / presentation required:

If yes, please state details

e.g. 10 minute PowerPoint presentation 

on ……………

(Please note that the information stated in this section or attached  will be sent to candidates unless otherwise stated)


	………………………………………………………………….

………………………………………………………………….

………………………………………………………………….

………………………………………………………………….

………………………………………………………………….

………………………………………………………………….



	Any Additional Information:


	………………………………………………………………….

………………………………………………………………….

………………………………………………………………….

………………………………………………………………….
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