(INSERT LOGO)
FORMAL INTERVIEW
This document is for use in the formal interview of a potential staff member.  The interview is conducted by a team of people, who each have this document and write down their scores and notes. As the potential hire answers the questions, the interviewers assign a score, based on a scale of 1-5.

Directions for Person Leading Interview

The only way for us to predict your future performance is to measure your past performance. This interview will consist of questions that I am looking for specific responses to and not generalizations. When asked a question, I want you to respond with a specific situation or task that you have experienced, your individual action on that task, and the results. Again, I’m looking for specific situations, your specific action taken, and the results that your actions produced.   
Here’s the fifteen areas we are going to evaluate: 
1. Chemistry
2. Excellence

3. Judgment

4. Stewardship

5. Dealing with Conflict

6. Time Management/Planning

7. Flexibility

8. Initiative

9. Determination

10. Loyalty
11. Communication

12. Leadership

13. Results Focus

14. Team Player

15. Performance

CHEMISTRY


1. What did you do to prepare for this interview?

2. What has helped you the most in your leadership or job development?
3. Why do you want to work at (INSERT CHURCH NAME)?
	1
	2
	3
	4
	5

	This person would be a bad fit
	This person would be a poor fit
	This person would be a decent fit
	This person would be a solid fit 
	This person would be a great fit.


EXCELLENCE 

1. Give me an example of where you could have settled or perhaps did settle when you were responsible for a task?

2. Do you tend to over promise, over deliver, or meet expectations? – give an example.

3. Sooner or later, everyone comes under some pressure to sacrifice quality to finish on time.  Tell me about when this happened to you.  What did you do?

	1
	2
	3
	4
	5

	I believe this person would do a poor job.
	I think this person would do less than average work.
	This person would do an average job.
	I believe this person would work hard and do a good job. 
	This person would go over and above to excel in this position.


JUDGMENT 

1. Describe the most complex problem you’ve recently been asked to solve. What were some of your options? What did you do?  

2. Give me a specific example of a recent decision you made and how long it took to act on it?  

	1
	2
	3
	4
	5

	This person has exhibited poor judgement.
	This person seems to be lacking in good judgement.
	This person seems reasonably capable of making a good decision.
	This person generally  makes good decisions. 
	This person seems wise beyond their years.


STEWARDSHIP 

1. Describe how you manage your personal finances and ensure you live “within your means”?

2. Walk me through a scenario where you feel you have either under or over utilized resource.

3. Describe a time when you saved up to buy something big.

	1
	2
	3
	4
	5

	This person seems to be a poor steward of resources.
	This person would make less than average stewardship decisions.
	This person would do an average job.
	I believe this person could accomplish a fair amount with little resources. 
	This person can accomplish a bunch with a little.


HANDLING CONFLICT

1. Describe one of the most difficult situations you’ve had involving conflict with another person.  How did you handle it?

2. Unresolved conflict can prevent a team/group from achieving objectives.  Tell me about a time when you were in this kind of a situation.  What did you do about it?  What happened?

	1
	2
	3
	4
	5

	I do not believe this person would handle conflict as well.
	This person might be a little volatile when it comes to conflict.
	This person is right in the middle when it comes to resolving conflict.
	I believe this person does a good job of dealing with conflict.
	This person sets the bar when it comes to handling conflict.


TIME MANAGEMENT/PLANNING

1. Tell me about a time when you faced conflicting priorities.  What did you do first and why?

2. How did you balance your schoolwork with extracurricular activities?

3. Give me a scenario or reason why you currently manage your schedule the way you do.

	1
	2
	3
	4
	5

	I do not believe this person manages his/her time well at all.
	This person needs a great deal of coaching in order to be better.
	This person does an adequate job of managing time and responsibilities.
	This person is capable of handling multiple things at one time. 
	This is a high capacity leader when it comes to time management.


FLEXIBILITY

1. We often have to make changes when the way we’ve been doing things is no longer effective.  Tell me about a time when you had to change your approach or method of work?  What did you do?  What were the results?

2. Most problems have multiple solutions. Talk about a problem you began solving one-way but had to adapt somewhere in the process.

3. Tell me about a particular challenge you faced when you transitioned from high school to college, or college to the work-force.
	1
	2
	3
	4
	5

	This person does not appear to be flexible.
	This person requires more of a box.
	This person is neither flexible nor stuck.
	This person would be flexible. 
	He or she is a practical rubberband.


TAKING INITIATIVE 

1. Describe a situation in which you identified a problem and took action to correct it rather than wait for someone else to do so.

2. Describe a time when your quick response to a problem or situation made a difference.  What happened?

3. Describe a situation where things weren’t necessarily broken but you either adapted to make it better or changed to make it better?

4. Give me an example of a time when you knew that a process or system was being executed poorly.  What did you do?  What was the outcome?
	1
	2
	3
	4
	5

	This person isn’t capable of taking much initiative.
	We would need to set goals for this person.
	In some cases, he or she will take initiative, but not always.
	This person is more of an initiator than a responder. 
	This is a go getter.


DETERMINATION
1. What is one of the biggest obstacles you’ve had to overcome to get where you are today?  How did you overcome this obstacle?

2. Tell me about a specific situation in which you stuck with a position or plan of action in spite of barriers or difficulties.


	1
	2
	3
	4
	5

	This person does not seem determined.
	This person would probably buckle under pressure.
	This person will need encouragement but they could make it.
	I believe this person possesses a good amount of determination. 
	This person is laser focused on the goal.


LOYALTY

1. Describe your relationships with previous Pastors? What did you learn from their leadership?

2. Describe a time when a decision or rule was made that you didn’t agree with. How did you respond and/or what did you do?

3. Tell us about a time when you had to confront someone who was speaking negatively about something or someone you care about.

4. Describe a time when you have gone through disunity and/or choosing sides. This can be a team you were part of, a family conflict or an employment setting. 
	1
	2
	3
	4
	5

	I believe this person would do anything to advance his or her position.
	This person is loyal when it benefits them, but not always.
	This person is neither loyal nor disloyal.
	I believe this person would be loyal to River Church. 
	I’m thinking man’s best friend kind of loyalty.


COMMUNICATION

1. Describe a time when you have communicated in the following settings and share what the results were.

a. One on one

b. Small group (5 – 10 people)

c. Medium/large group (20 – 100 people

	1
	2
	3
	4
	5

	This person is not a good communicator.
	This person is below average.
	This person is an average communicator.
	This person is a solid communicator. 
	I was impressed with his or her ability.


Rating communication- measured during interview

(1- much less than acceptable, 5- much more than acceptable)

Eye Contact



1
2
3
4
5

Staying on Topic



1
2
3
4
5


Communicates clear and effective
1
2
3
4
5


LEADERSHIP
1. Describe the most difficult leadership decision you’ve ever made.

2. Describe a specific scenario in which you were able to build a team that followed your lead.

3. Talk about a time you were with a group of people and a decision needed to be made.  What role did you play in the process?


	1
	2
	3
	4
	5

	This person is not a leader.
	This person is more of a doer rather than a leader.
	With some training, this person could become a good leader.
	This person exhibits leadership skills. 
	This is a great leader who I believe people would follow.


RESULTS FOCUSED

1. Tell me about a time you had to work at a fast pace for a long period of time.  What kind of work did you do?  How did you maintain the pace?

2. Describe a time when your job/school demanded intense effort from you.  How did this affect you?  What were the results?


	1
	2
	3
	4
	5

	This person would not get things done.
	This is not a high capacity person when it comes to getting things done.
	This person is an average worker who would produce average results.
	I think this person has a good capacity to work effectively and quickly. 
	This is a high capacity person.


TEAM PLAYER
1. What are some specific tasks you’ve completed that directly contributed to accomplishing a team goal?

2. Sometimes we comply with a team decision, even though we have personal reservations.  Describe a time when this happened to you. 

3. Give me an example of a time when a team or group of which you were a member accomplished its goals.  What was your role?  What was the team’s objective?

	1
	2
	3
	4
	5

	Wouldn’t work well with others. 
	More of an individual than a team player.
	This person could be a  contributor
	This person is a good team player.
	This person could build teams and knows how to work well on a team.


PERFORMANCE

1. Describe a scenario where your performance exceeded expectations.

2. Tell us about an experience where you received recognition as a high performer.

	1
	2
	3
	4
	5

	This might be a poor performer.
	I think this person would produce mediocre work.
	While this person wouldn’t exceed expectations, he or she wouldn’t fall too far behind.
	This is a very capable person. 
	I bet this person would exceed our expectations.


Signature (evaluator) 





Date
Final Scoring

	
	 
	 
	 
	 
	 
	Average

	1. Job / Motivational Fit
	 
	 
	 
	 
	 
	 

	2. Excellence
	 
	 
	 
	 
	 
	 

	3. Judgment
	 
	 
	 
	 
	 
	 

	4. Stewardship
	 
	 
	 
	 
	 
	 

	5. Managing Conflict
	 
	 
	 
	 
	 
	 

	6. Time Mgt/ Planning
	 
	 
	 
	 
	 
	 

	7. Applied Learning
	 
	 
	 
	 
	 
	 

	8. Adaptability
	 
	 
	 
	 
	 
	 

	9. Initiative
	 
	 
	 
	 
	 
	 

	10. Determination
	 
	 
	 
	 
	 
	 

	11. Loyalty
	 
	 
	 
	 
	 
	 

	12. Communication
	 
	 
	 
	 
	 
	 

	13. Leadership
	 
	 
	 
	 
	 
	 

	14. Action / Results Focus
	 
	 
	 
	 
	 
	 

	15. Team Player
	 
	 
	 
	 
	 
	 

	   16. Performance
	 
	 
	 
	 
	 
	 


