QUEEN’S UNIVERSITY BELFAST – INTERVIEW SUMMARY SHEET

Post Title:                                                                    ​​​​​​________________

Ref:  ________________________________

School/Department:                                                     _______________
 
              Interview date:  ________________________
Please indicate the candidates in rank order of highest to lowest by entering the name of the candidate and the interview outcome (Appoint – A, Reserve – R, Unsuccessful – U).  

Please provide an explanation relating to the decision taken under the ‘Chair’s Summary Report - Comments’.
	Interview Summary



	Candidates (Rank Order)
	
	Chair’s Summary Report


	Rank 
	Name
	Appoint (A), Reserve (R1, R2 etc.), Unsuccessful (U)
	Comments
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	Any other comments:




	Stage
	HR Business Partner in attendance


	
	YES
	NO

	Shortlisting meeting

	
	

	Panel discussion to finalise questions etc prior to interviews commencing


	
	

	Interviews

	
	

	Panel discussion to agree candidate ranking post interviews


	
	

	Salary determination discussion with Chair

	
	


	Chair name (print):

	Chair signature:
	Date:



	Panel members name (print) :


	Panel members signature:



	Human Resources representative name (print)


	Human Resources representative signature


	Date:




