Interview Screening Instrument (SAMPLE)                                 
Clerk Typist 2 (Anthropology & Sociology)
Applicant’s Name:  ________________________Screeners Name:  _________________
Typing Skills (wpm), determined by Human Resources:  ____________

Rating Scale:  1—lowest quality or level     5—highest quality or level   ?—can’t assess

	1.  Secretarial/Office Experience (e.g. typing, filing, organizing documents, ordering/inventory, mailings)

Questions: 4 - Knowledge & Service

	1              2              3              4              5              ?

	2.  Reception/Customer Service skills (e.g. answering phones and visitor questions)

Question: 3 -  Knowledge & Service

	1              2              3              4              5              ?

	3.  Verbal Communication 

     (e.g. answers to questions; working with difficult people) 

Questions: 9, 10 - Interpersonal Skills

	1              2              3              4              5              ?

	4.  Experience with different software programs (Word, Excel, Outlook, PeopleSoft)

Question: 7 - Knowledge and Service

	1              2              3              4              5              ?

	5.  Quality of work habits (e.g., attendance, meeting deadlines, accepting constructive feedback, attention to details)

Question:  11 – Resource Management

	1              2              3              4              5              ?

	6.  Experience interacting with all generations and/or supporting faculty and students

Question: 5 - Knowledge and Service

	1              2              3              4              5              ?

	7.  Evidence of working effectively in a team environment

Question: 8 – Interpersonal Skills


	1              2              3              4              5              ?

	8.  Interest in on-going learning and training.

Question: 6 – Knowledge and Service


	1              2              3              4              5              ?


Other Comments: 

