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Sample Telephone Prescreen

Telephone Prescreen Information
Applicant’s Name: 

Date:  
Phone: 

Interviewer:  

Briefly Describe Position:
Verification of Credentials (if applicable):

[image: image2.jpg]
Current or Previous Employment (sample questions/information to gather):

1. Describe your current role and responsibilities.

2. What do you like most/least about your position?

3. Why are you leaving your current employer?

4. What are your long term goals and objectives?

Job Search Information (sample questions, information to gather):

1. What are you looking for in your next position?  Describe your ideal organization.

2. What motivated you to apply for this position?  How does this position meet your career objectives?

3. The hourly range for this position is $_____/ hour – does this meet your expectations?

4. This is a 3rd shift position.  Can you work 3rd shift?

5. Have you been actively interviewing?

6. What types of positions?

7. What is your time frame? (for finding a position)

8. Upon offer, would you need to give a two-week notice?
Behavioral Interview Questions (sample questions):

Customer Orientation:
· How do you go about establishing rapport with a customer? What have you done to gain their confidence? Give an example.
Continuous Improvement:
· Tell me about a suggestion you made to improve the way job processes/operations worked.

Creativity/Innovation:
· Tell me about a creative approach you took to solve a problem.  How did you come up with this approach?  Did you consider other options?

Diversity (values and encourages):

· Tell me about the most difficult challenge you have faced in working cooperatively with someone who did not share your ideas, values, or beliefs

Personal Accountability:

· Being fully accountable for results sometimes means acknowledging what more we, personally, could have done to achieve desired results.  Share about a time when you did not reach the expected results.  What more could you have done in that situation to meet expectations?

Supervisory Experience:

· Describe the most recent position in which you had supervisory responsibility.  How many people did you supervise and in what kinds of positions?  What were some of your greatest challenges in this role and how did you overcome them?

Communication Skills:

· Was the applicant able to articulate their thoughts?

· Did the applicant provide clear, concise, examples?
Additional Job-Related Comments:  (Make sure to note any gaps in education and/or work experience)[image: image1.png]



Degree:					Degree:


University:					University:


Major:						Major:





Licenses/Certifications:
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