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Interview preparation
The aim of the interview is to get as much information as possible from the candidate while also providing the applicant with information so that he/she can get an idea of the work and the workplace. The interview is also to give a positive impression of Lund University, even if the candidate is unsuccessful in getting the job.  


The recruitment group puts together the interview template with the support of the HR officer and bases it on the person specification and the experiences, knowledge and skills specified in it. 


How many interviews or how long they should be may vary depending on the position and other circumstances, such as how many qualified applicants there are. Talk to your HR officer about how to structure the interviews.  

At Lund University we use a competence-based interview technique which, among other things, means that the interview is standardised and structured. The questions shall be predetermined and the interviewers ask the same questions of all candidates. In this way, all candidates are treated equally and there is a reduced risk of discrimination.


Conduct the interviews in the order that feels comfortable and using the questions that are most relevant. The most important thing is for all the candidates to face the same questions, so that you can later compare and assess the answers.  Avoid asking questions that could be interpreted as hypothetical, leading, double, ambiguous, critical or discriminating.  
Questions are to be short and open, do not use yes/no questions. Let the candidate describe a specific situation, since this provides clearer information about their knowledge/experience within a specific area of competence. 


Remember that an interview situation can be stressful for the candidate and therefore there should be a maximum of three interviewers. It is a good idea to meet before the interview to plan who is going to ask the different questions, who is going to keep track of the time and who is going to take notes. Try to create a positive atmosphere and conduct the interview in an undisturbed environment. 
Interview template, title of the position
	Candidate’s name


	Date



	Presentation and structure 
· Short presentation of the participants and the structure and time for the interview 

· Short presentation of Lund University and the relevant department/faculty
· Presentation of the position, what it involves and the expectations 

	


	Educational background and work experience
Ask the candidate to provide a brief description of his or her educational background and work experience. Base the questions on the candidate’s CV and cover any gaps or queries. 
Sample questions:
· Describe your educational background
· Describe your current/previous jobs
· What are/were your main tasks, areas of responsibility?
· What is important for you in a job to be able to thrive and develop? 
· In which of your previous jobs did you feel you best achieved your potential? 


	


	Knowledge-related questions


Based on the person specification, examine the applicant’s actual knowledge about the areas that are important for the job, e.g. language or IT skills. 


Sample questions:
· What experience do you have working with budgets?
· Describe your work as a leader
· What experience do you have working with Excel?

· How much do you use English in your current work? (if English is required it may be appropriate to ask a question in English)



	


	Competence-based questions
Based on the job description, examine key skills and approaches. Contact your HR officer to produce questions based on the selected competences.  


	


	The candidate’s motivation for the position
Sample questions:
· Why are you interested in the position?

· What expectations do you have of the position?
· How do you feel about the expectations and requirements of the position?
· How do your professional qualifications fit the position?
· What challenges do you see in this position?
· What do you think you can contribute to this position?
· How do you see your own development in the future?
· Has the candidate understood what is required when it comes to responsibilities, work duties, working hours, workplace and potential travel?




	


	Candidate’s own questions
· Do you have any questions?

	


	Practical questions
Finish the interview with the more practical questions. At this point you can ask for transcripts, grades, and references or similar if this is needed. 
Sample questions:

· Do you have a request for an expected salary/salary range?
· When could you start? How much notice do you need to give your current employer?

· Ask the candidate to provide three references of which one or two should be current or previous managers. 
· Transcripts/grades


	


	Conclusion 

Conclude by thanking the candidate for the interview and briefly explaining how the recruitment process will proceed. 
· We are interviewing xxx other candidates 
· We will be in touch by XXX at the latest
· Thank the candidate for a pleasant interview!
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