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Competency Based Interview

	Church/Agency:
	

	Candidate Name:
	
	Position Applied For:
	

	Position Applied For:
	

	Interviewer(s):
	

	Date:
	



Scoring
Competency based interview forms are to be completed by the interviewer to rank the candidate’s overall qualifications for the position for which s/he applied.  Under each heading, the interviewer should provide a numerical rating, and write specific job related observations.  The numerical rating system is based on the following:

5–Exceptional   4–Above Average   3–Average  2–Satisfactory  1-Unsatisfactory
Technical Qualifications/Experience:   

1)  Tell me about your qualifications and technical experience, and how they will translate well to this position.

	Response:


	

	Rating:  
	1    2    3   4   5


Teamwork/Interpersonal Skills:  

1) Describe a time when you worked with others to accomplish a common goal?

	Response:


	

	Rating:  
	1    2    3   4   5


2) Tell me about an instance when you had to overcome barriers in order to achieve a goal?

	Response:


	

	Rating:  
	1    2    3   4   5


3) What do you consider to be the ideal work group?

	Response:


	

	Rating:  
	1    2    3   4   5


Initiative:
1) Tell me about a time when you took the lead in a project.  What was the outcome?  Would you consider this to be a success and why?

	Response:


	

	Rating:  
	1    2    3   4   5


2) Describe the steps you take when presented with a new project or task to be accomplished?  Why do you find this method to work well for you?

	Response:


	

	Rating:  
	1    2    3   4   5


3) How do you deal with barriers or challenges that arise during the course of a project/task assignment?  Give an example of a time this worked for you.

	Response:


	

	Rating:  
	1    2    3   4   5


Accountability:
1) Tell me about a success you have had.  Why do you believe it to be successful?  What could you have done to make it better?

	Response:


	

	Rating:  
	1    2    3   4   5


2) Tell me about a failure.  Why do you believe it to be unsuccessful.  What could you have done differently to make this a success?

	Response:


	

	Rating:  
	1    2    3   4   5


Time Management:
1) Describe the steps you take at the beginning of a project/task to ensure it is completed accurately and on time?

	Response:


	

	Rating:  
	1    2    3   4   5


Customer Service:
1) How do you believe customer service skills will assist you in this position?

	Response:


	

	Rating:  
	1    2    3   4   5


2) Tell me about a time when a customer complained about the service s/he received from you.  What was the situation?  What did the customer do?  How did you respond?  What was the outcome?

	Response:


	

	Rating:  
	1    2    3   4   5


3) Tell me about a time when you delivered exceptional customer service?  How did you know the service was exceptional?  What did you do to continue delivery of such service to future customers?

	Response:


	

	Rating:  
	1    2    3   4   5


General:
1)  What do you consider to be your greatest strength?  What would your current boss/co-workers say is your greatest strength?

	Response:


	

	Rating:  
	1    2    3   4   5


2)  What is an area you could strengthen?  What would your current boss/co-workers say is an area in which you could improve?

	Response:


	

	Rating:  
	1    2    3   4   5
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