
INTERVIEW EVALUATION FORMPRIVATE 


Co-Op
Candidate Name:                                                                   
Date of Interview:    _______________________                                                           

Grade:                                                       
Interviewer:    ____________________________                                                                      

Candidates are to be interviewed and evaluated solely on the basis of their qualifications for a given position without regard to race, color, religion, sex, age, 

or handicap; except where such handicap is a bonafide occupational limitation. 
DIMENSIONS:



    GUIDES


RATINGS

                      (5 -1)

(Definitions on Reverse Side)                  
     HR    A      B       C
   STAR (Situation/Task, Action, Result)
   High to Low



	PRIVATE 
1.  Technical/Professional Knowledge
	
	
	
	
	
	

	2.  Ability to Learn
	
	
	
	
	
	

	3.  Initiative/Increasing Responsibility
	
	
	
	
	
	

	4.  Work Standards
	
	
	
	
	
	

	5.  Teamwork/Collaboration
	
	
	
	
	
	

	6.  Problem Solving/Judgment
	
	
	
	
	
	

	7.  Adaptability
	
	
	
	
	
	

	8.  Individual Leadership
	
	
	
	
	
	

	9.  Oral Comm./Interpersonal Skills


	
	
	
	
	
	


General Comments:                                                                                                                                                                           

​​                                                                                                                                                                                                          

OFFER
  __________


NO OFFER  __________

HOLD ___/____/____

Signature:                                                                               

Date:                                      


DIMENSION DEFINITIONS

	Technical/

Professional

Knowledge
	Having achieved a satisfactory level of technical and professional skills/knowledge in job-related areas; keeping abreast of current developments and trends in areas of expertise.



	Ability to Learn
	Assimilating and applying, in a timely manner, new job-related information that may vary in complexity.



	Initiative
	Making active attempts to influence events to achieve goals; self-starting rather than accepting passively; taking action to achieve goals beyond what is required; being proactive.



	Work Standards
	Setting high goals or standards of performance for self, staff workers, others, and the organization; being dissatisfied with average performance; self-imposing standards of excellence rather than having standards imposed by others.

	Teamwork
	Working effectively with those outside the formal line of authority (e.g., peers, senior managers) to accomplish organizational goals; taking action respecting the needs/contributions of others; contributing to and accepting consensus; subordinating own objectives to organization/team objectives.

	Problem Solving
	Committing to an action after developing alternative courses of action that are based on logical assumptions and factual information and that take into consideration resources, constraints, and organizational values.

	Adaptability
	Maintaining effectiveness in varying environments and with different tasks, responsibilities, and people.

	Individual Leadership
	Using appropriate interpersonal styles and methods to inspire and guide individuals (direct reports, peers, superiors) toward improved goal achievement, modifying behaviors to accommodate tasks, situations and individuals involved.

	Oral Communication
	Expressing ideas clearly, using correct grammar, language or terminology; personable; answers questions as appropriate.


Co-op







Guide A

Dimension Definitions and Example Questions

(Refer to Evaluation Form for complete listing

of interview team dimensions.)

Ability to Learn - Assimilating and applying, in a timely manner, new job-related information that may vary in complexity.

a) Tell me about your grades in school.  What techniques have you learned to improve your grades?

b) Did you take any courses in ___________ while in school?  What grades did you get?  In which courses did you have to work the hardest?

c) What tricks or techniques have you learned to make school easier or yourself more effective?  How did you learn that?

d) Can you tell me about a specific time you remember having to master a technique that you were not familiar with?


Initiative - Making active attempts to influence events to achieve goals; self-starting rather than accepting passively; taking action to achieve goals beyond what is required; being proactive.

a) Have you found any ways to make your job easier or more rewarding?

b) Can you think of some projects or ideas (not necessarily your own) that were sold, implemented, or carried out successfully primarily because of your efforts?


Project/Idea



Role in Implementation




Outcome

c) Give me some examples of your doing more than required in your job at _____________? 

d) What changes have you tried to implement  in your area of responsibility?

       What have you done to get them under way?


Changes



Role in Implement




Outcome


Work Standards - Setting high goals or standards of performance for self, staff workers, others, and the organization; being dissatisfied with average performance; self-imposing standards of excellence rather than having standards imposed by others.

a) What are your standards of success in your job?  What have you done to meet these standards?

b) Compare and contrast the times when you did work which was above the standard and times your work was below standard.


Above Standard



Below Standard

c) What do you consider the more important contributions your department had made to the organization?  What was your role? Give examples.


Contribution



Your Role





Outcome


Problem Solving/Judgment - Committing to an action after developing alternative courses of action that are based on logical assumptions and factual information and that take into consideration resources, constraints, and organizational values.

a) Give me two examples of good decisions you have made in the last six months.  What were the alternatives? Why were the good decisions?

b) How do you establish work/project-related priorities?  What is an example?


Individual Leadership – Using appropriate interpersonal styles and methods to inspire and guide individuals (direct reports, peers, superiors) toward improved goal achievement, modifying behaviors to accommodate tasks, situations and individuals involved.
a) Tell me about some of the toughest groups you have had to get cooperation from.  Did you have any formal authority?  What did you do?

b) Have you ever led groups or committees that didn’t have any formal relationship with but from whom you had to get work?

c) How do you set an example for people you work with (peers, etc.)?


Oral Comm./Interpersonal Skills - Expressing ideas clearly, using correct grammar, language or terminology; personable; answers questions as appropriate.

a) Describe a situation where you wish you’d acted differently with someone at work or school.


Co-op
Guide B

Dimension Definitions and Example Questions

(Refer to Evaluation Form for complete listing

of interview team dimensions.)

Technical/Professional Knowledge – Having achieved a satisfactory level of technical and professional skills/knowledge in job-related areas; keeping abreast of current developments and trends in areas of expertise.

a) What courses in school gave you the most difficulty/were the easiest?  Why?

b) Being an engineer takes a lot of technical knowledge.  How do you feel you achieved that while in school?

c) Interviewer may ask a specific technical question from his or her area of expertise, keeping in mind this is an entry-        level opening.


Ability to Learn - Assimilating and applying, in a timely manner, new job-related information that may vary in complexity.

a) What magazines or newsletters have you recently read and gotten useful, job related information from?

b) Describe a situation where you gave your all, but failed.  What did you learn from this experience?

c) What were the biggest problems you encountered while completing college? How did you handle them?


Work Standards - Setting high goals or standards of performance for self, staff workers, others, and the organization; being dissatisfied with average performance; self-imposing standards of excellence rather than having standards imposed by others.
a) How do you define doing a “good job”?  What would be an example?

b) Tell me about some times when you weren’t very pleased with your performance.  What did you do about it?

c) How do you define “success” for yourself? What would be an example?


Teamwork - Working effectively with those outside the formal line of authority (e.g., peers, senior managers) to accomplish organizational goals; taking action respecting the needs/contributions of others; contributing to and accepting consensus; subordinating own objectives to organization/team objectives.

a) How do you go about building rapport with coworkers, customers, or people outside your organization?

b) How often do you prefer to have meetings with peers on projects you’re working on? What is an example?

c) Tell me about some situations when you become frustrated or impatient when dealing with others. What did you do in this situation?


Individual Leadership – Using appropriate interpersonal styles and methods to inspire and guide individuals (direct reports, peers, superiors) toward improved goal achievement, modifying behaviors to accommodate tasks, situations and individuals involved.
a)     Tell me about a time when you were working with people outside of the classroom and you were facing a     challenge in getting everyone to reach consensus. What did you do in this situation?

b)    How do you work differently with different types of people or personalities? What is an example of this?


Oral Comm./Interpersonal Skills - Expressing ideas clearly, using correct grammar, language or terminology; personable; answers questions as appropriate.
a) We’ve all had to work with someone who is very difficult to get along with.  Give me some examples of when this happened to you.  Why was that person difficult?  How did you handle him/her?


Co-op
Guide C

Dimension Definitions and Example Questions

(Refer to Evaluation Form for complete listing

of interview team dimensions.)

Technical/Professional Knowledge – Having achieved a satisfactory level of technical and professional skills/knowledge in job-related areas; keeping abreast of current developments and trends in areas of expertise.

a)
Tell me about a time when you had to explain something technical to someone. How did you convey the information?

b)
Give me some examples from the most complex assignment you’ve had.  What was your role? How did it work out? 

      c )    Interviewer may ask a specific technical question from his or her area of expertise, keeping in mind this is an entry-  level opening.


Initiative - Making active attempts to influence events to achieve goals; self-starting rather than accepting passively; taking action to achieve goals beyond what is required; being proactive.

a) How did you get your most recent co-op or work experience?

b) What do you feel you do differently than others in your graduating class?

c) Talk about some new ideas and suggestions you communicated to a supervisor/leader in the last six months.  Which were accepted?  How did you get them accepted?


Problem Solving/Judgment - Committing to an action after developing alternative courses of action that are based on logical assumptions and factual information and that take into consideration resources, constraints, and organizational values.

a) Have you ever recognized a problem before others in the group?  Explain.

b) What were the toughest decisions you have had to make in the last year?  What alternatives did you consider?


Adaptability – Maintaining effectiveness in varying environments and with different tasks, responsibilities, and people.
a) Tell me about some situations in which you had to adjust quickly to changes imposed on you.  What was the impact of the change on you?

b) Talk about a time when you had to quickly change something in a project or work assignment. Why was the change necessary? How did you deal with it?


Individual Leadership –  Using appropriate interpersonal styles and methods to inspire and guide individuals (direct 

reports, peers, superiors) toward improved goal achievement, modifying behaviors to accommodate tasks

and situations involved.
a) Have you ever led groups or committees that you didn’t have any formal authority with but from whom you had to get work done?

b) How do you set an example for people you work with (peers, etc.)?

c) How would you describe your range of interests?  How do you keep yourself balanced?


Oral Comm./Interpersonal Skills - Expressing ideas clearly, using correct grammar, language or terminology; personable; answers questions as appropriate.
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