Evaluating Candidates (Non-Managerial Positions)

Candidate Name: __________________________
Position: ____________________________

Department:______________________________
Interview Date:  ______________________

Directions: Please complete this form for each candidate you interview, and attach it to the résumé. Please give your evaluation of each candidate under the following categories.

Academic accomplishments:  Please evaluate the candidate’s academic performance, campus activities, etc., as they relate to the position.
 Excellent        Good        Fair       Poor        Not Applicable
Comments: ____________________________________________________________________

______________________________________________________________________________

Personal attributes:  Consider the candidate’s personality, confidence, attitude, etc., as they relate to the requirements of the position.
 Excellent        Good        Fair       Poor        Not Applicable

Comments: ____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Professional/technical knowledge and experience:  Assess the quality and quantity of the candidate’s professional and/or technical experience. Does the candidate have the professional or technical knowledge for the job? Has the candidate any additional knowledge that may increase his or her ability to contribute?
 Excellent        Good        Fair       Poor        Not Applicable

Comments: ____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Communication skills: Evaluate the candidate’s communication skills. Does he/she have sufficient communication skills to work well with co-workers, superiors, clients, customers, etc.?
 Excellent        Good        Fair       Poor        Not Applicable

Comments: ____________________________________________________________________

______________________________________________________________________________

Accomplishments and special skills:  Has the candidate had any important accomplishments in his/her career or outside the job that relate to his/her qualifications for the position?  Does he/she have any special skills or expertise that he/she can bring to this job?
Comments: ____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Please comment on the candidate’s strengths, as they relate to the position:
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Please comment on the candidate’s weaknesses, as they relate to the position:
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Salary:  What are the candidate’s salary requirements? 
$_____________




How much do you recommend we offer?  

$_____________
Comments: ____________________________________________________________________

______________________________________________________________________________

Your recommendation:
· Hire

· Do not hire (please explain in the “comments” section below)

· Need more information

Comments: ____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

____________________________________________

______________________

Interviewer’s Signature





Date

____________________________________________

Title
