GA HRO FORM 335-3 – Interview Rating Form


	INTERVIEW RATING FORM

	Name of Candidate:
	Telephone (Include Area Code):

	
	Home and/or Cell:
	Work Phone:

	
	
	

	Address (Include City / State / Zip):

	

	Date of Interview:
	Location and Type (In-Person or Phone) of Interview:

	
	

	Position (Title and Grade):
	Restriction of Availability (Such as Date or Location):

	
	

	INTERVIEW AND EVALUATION

	INSTRUCTIONS:  Please enter the KSA (knowledge/skills/abilities) numbers or enter “opt” if asking an optional question/s (IAW HRR 335 Interview Guidelines) in addition to the KSA questions.  For each of the KSA’s below, the interviewer must mark the candidates above average, average or below average. The questions related to the KSA’s may also be recorded on this rating form for simplicity and to ensure consistency. Comments, either positive or negative, should be entered after each KSA evaluation.  If additional space is required, reproduce the second sheet and continue with additional KSA’s.

	KSA #:
	1
	
	

	KSA Question:
	
	Above Average:
	
	

	
	
	

	Comments:
	
	Average:
	
	

	
	
	

	
	
	Below Average:
	
	

	
	
	

	KSA #:
	2
	
	

	KSA Question:
	
	Above Average:
	
	

	
	
	

	Comments:
	
	Average:
	
	

	
	
	

	
	
	Below Average:
	
	

	
	
	

	KSA #:
	3
	
	

	KSA Question:
	
	Above Average:
	
	

	
	
	

	Comments:
	
	Average:
	
	

	
	
	

	
	
	Below Average:
	
	

	
	
	


	INTERVIEW AND EVALUATION – CONT’D

	KSA #:
	4
	
	

	KSA Question:
	
	Above Average:
	
	

	
	
	

	Comments:
	
	Average:
	
	

	
	
	

	
	
	Below Average:
	
	

	
	
	

	KSA #:
	5
	
	

	KSA Question:
	
	Above Average:
	
	

	
	
	

	Comments:
	
	Average:
	
	

	
	
	

	
	
	Below Average:
	
	

	
	
	

	KSA #:
	6
	
	

	KSA Question:
	
	Above Average:
	
	

	
	
	

	Comments:
	
	Average:
	
	

	
	
	

	
	
	Below Average:
	
	

	
	
	

	KSA #:
	
	
	

	KSA Question:
	
	Above Average:
	
	

	
	
	

	Comments:
	
	Average:
	
	

	
	
	

	
	
	Below Average:
	
	

	
	
	

	KSA #:
	
	
	

	KSA Question:
	
	Above Average:
	
	

	
	
	

	Comments:
	
	Average:
	
	

	
	
	

	
	
	Below Average:
	
	

	
	
	


	Summary or Evaluation (Enter final comments, observations and overall recommendations here):

	

	Interview Scheduled for (Enter Date and Time):
	

	

	
	
	Candidate failed to keep interview appointment (without rescheduling)

	
	

	

	
	
	Candidate withdrew from employment or promotion consideration.  Give date / time / means (in-person, phone, e-mail, etc) and reason(s) for withdrawal or declination in the summary area above.

	
	

	
	

	Interviewers Name and Title (Type or Print):
	Interviewer Signature:

	
	

	This form must be submitted to HRO along with the selection package.

	Do Not Write Below This Line – For HRO Use Only.

	

	

	Reviewing Personnelist:
	
	Date:
	


Page 1 of 3

