INTERVIEW DETAILS

INTERVIEWS MUST BE SET UP BY HR SUPPORT STAFF ONLY

Please e-mail AskHR@aberdeencity.gov.uk   

	Post Title:

	………………………………………………………………….



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




	Date(s) of Interview:

Please allow 10 days’ notice to allow adequate time for staff to set up the interviews.  This will also give the candidates an acceptable amount of preparation time for their interview 


	………………………………………………………………



	Please advise if an alternative interview date would be available, if requested:

If an alternative date can be offered, please complete the contact details


	Yes / No

Contact Name:    ………………………………………….

E-mail: ………………………………………………………



	Interview Panel:

Full state the names & post title of each member of the panel:

Please note: A minimum of one of the interview panel must have attended the Recruitment & Selection Training. For more details, please contact People Development on 

peopledevelopment@aberdeencity.gov.uk


	………………………………………………………………

………………………………………………………………

………………………………………………………………

………………………………………………………………

……………………………………………………………….

	Please use Teams for Interview process (where possible)

Full address of the location, where the interviews will be held (if not through Teams):


	………………………………………………………………

………………………………………………………………

………………………………………………………………



	Are car park facilities available for the candidates to use when attending for interview (if not through Teams)? 

(Please Circle):


	YES / NO

	Name of staff member the candidates should report to on arrival (if not through Teams):


	………………………………………………………………



	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


	………………………………………………………………

	Is this post eligible for interview expenses? (please note that these will be charged to the posts financial code)
Have you considered alternative methods of interview (Teams/Skype/Telephone) 

To arrange skype interview, please contact ICT Helpdesk on 01224 523434 
	*YES / NO

*If yes, please state name(s) of candidates

………………………………………………………………

………………………………………………………………



	Essay questions / presentation required:

If yes, please state details:

e.g. how long a presentation would be expected to last & on what subject 

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


	………………………………………………………………

………………………………………………………………

………………………………………………………………

………………………………………………………………

………………………………………………………………



	Any Additional Information:


	………………………………………………………………

………………………………………………………………
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