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Of all the stages in your recruiting process, the interview is one of the most 

important.

This is your team’s chance to get to know the candidate as a person and decide if 

they’re the right fit for your role and organization. To attract and select the right 

hire, your interview process needs to be efficient, effective, and competitive.

To help you achieve this, we’ve created four comprehensive Interview Guides that 

will standardize your hiring process. This will help you hire faster, reduce bias, and 

ask better suited, role-specific questions so you hire the right person.

What’s more, these guides will also help you recruit more competitively by 

providing the best possible candidate experience. After all, it’s not just about a 

candidate’s experience and suitability, you also need to show why they should want 

to work for you.
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The effects of a bad candidate experience

First impressions matter. If a candidate has a bad application experience, that will 

tarnish your reputation. 

Sixty percent of candidates have had a negative experience while applying for a 

position. And of those, 72 percent shared that experience online or with someone 

they know.

So, if you don’t provide an excellent candidate experience, you may not be able to 

hire top talent. All because you didn’t shine during the application process.

https://www.forbes.com/sites/lisaquast/2017/06/26/your-companys-candidate-journey-sucks-heres-why-and-what-you-can-do-to-improve-it/#1dec7d802a23
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Find the best talent possible with our Interview Guides

The interview process can be both hard and time-consuming. Especially if it’s only 

a small part of your role. After all, you’re a busy person.

Yet, you need to interview carefully or risk missing out on the ideal candidate. 

Or, even worse, hire the wrong one. 

Save time and effort, all while attracting top talent through an excellent candidate 

experience by using our templates below. They cover the four main job tiers of any 

business:

 ● Executive
 ● Management
 ● Entry-Level
 ● Intern

They provide best practice techniques and a full list of questions, which can be fully 

customized to your individual roles.

Looking for some more help? Visit our Knowledge Base to learn more about 

Interview Guides overall.

https://success.jazzhr.com/hc/en-us/articles/223095287-Interview-Guides-Overview
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Executive Interview Guide
This guide should be used when interviewing candidates applying for C-suite 

executive roles like CEO, CIO, or Director.

An executive is among the highest-ranking positions in any business. They are 

responsible for making major business-wide strategic decisions as well as managing 

overall business operations and resources. overall business operations and 

resources.

So, when interviewing, ask questions that probe their strategic thinking, experience 

running businesses/projects, leadership style, and understanding of your business.

Here are our recommended questions for an Executive Interview:

Question 1
Why do you think this position is the right opportunity for you at this point in your 

career? And why do you think you are best suited for an executive leadership role 

at [Company name] ?

Question 2
What do you think [Company name] ’s most important strategic priorities should 

be over the next three to five years? How would you help us to achieve them?

Question 3
How would you pitch [Company name] to a sales prospect?
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Question 4
Tell me about your experience managing a team as it relates to expanding or 

creating new business models, products, content, or initiatives. What was your 

strategy? How did you execute it? What were the results?

Question 5
What are your three biggest professional accomplishments? 

Question 6
Can you describe a time when things didn’t go as planned on a project you were 

managing? How did you handle it to ensure a successful outcome? What did you 

learn from the experience?

Question 7
What do you look for in an employee? How do they behave and perform?

Question 8
What or who inspires you and how do you inspire others?

Question 9
What’s one word you’d use to describe yourself?
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Management Interview Guide
This guide is for interviewing candidates applying for management roles like Vice 

President, Team Leader, Office Manager, or any other managerial position that 

reports to the owner, CEO, or board.

Managers are responsible for overseeing a department or team within your 

business. They are in charge of relevant daily business operations, setting goals 

based on business strategy, project management, staffing, and results reporting.

So, when interviewing, ask questions around their experience running businesses/

projects, leadership style, understanding of your business, and people 

management.

Here are our recommended questions for a Management Interview.

Question 1
Why do you think this position is the right opportunity for you at this point in your 

career? What makes you the best fit for this management role?

Question 2
Imagine you’re pitching our business to an interested party. How would you 

describe what we do?

Question 3
How would you describe your management style? How do you keep a team 

informed, motivated, and productive?

Question 4
Can you describe a time when you led by example?
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Question 5
How do you define success? What has been the proudest moment of your career? 

Question 6
What is your biggest weakness?

Question 7
What do you look for in an employee? How do they behave and perform?

Question 8
What or who inspires you and how do you inspire others?

Question 9
What’s one word you’d use to describe yourself?
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Entry-Level Interview Guide
This guide is for interviewing candidates applying for permanent staff roles like 

Account Manager, Bookkeeper, Sales Assistant, or any other position that reports 

to a Manager or Team Leader.

Entry-Level positions are responsible for carrying out the work that has been 

assigned or delegated to them by management.

So, when interviewing, ask questions around their previous experience, why they 

are applying for the role and demonstrable skills that would help them fulfill their 

duties. 

You should also ask questions that probe their willingness to lead or take the 

initiative. After all, you may be speaking to future management material.

Here are our recommended questions for an Entry Level Interview.

Question 1
What interests you about this role?

Question 2
Imagine you’re pitching our business to an interested party. How would you 

describe what we do?

Question 3
What skills and knowledge have you developed that would make you effective in 

this role?
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Question 4
Can you give an example of a time when you had to balance conflicting work 

priorities? How did you react and was it a success?

Question 5
How do you handle constructive criticism? Can you describe how you would give 

feedback to a colleague?

Question 6
What is your biggest weakness? And how would your worst critic describe your 

strengths?

Question 7
Describe a situation when you took initiative or a leadership role.

Question 8
Can you tell us something about yourself we may not expect?

Question 9
What are your career goals? How do you envision [Company name] supporting you 

in achieving those?

Question 10
What’s one word you’d use to describe yourself?
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Internship Interview Guide
This guide is for interviewing candidates applying for either long or short-term 

internships.

Interns are trainees who join your business for a brief period. So, when 

interviewing, you should ask questions about why they’re interested in your 

industry, their career goals, and what they want to gain from the internship.

Here are our recommended questions for an Internship Interview.

Question 1
Why are you interested in an internship here? And why do you think you are best 

suited for this program?

Question 2
Imagine you’re pitching our business to an interested party. How would you 

describe what we do?

Question 3
Can you give an example where you had to balance conflicting work priorities and 

tight deadlines? How did you react and was it a success?

Question 4
How do you handle constructive criticism? Can you describe how you would give 

constructive feedback to a colleague?
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Question 5
How do you handle constructive criticism? Can you describe how you would give 

feedback to a colleague?

Question 6
Describe a time when you had to learn something completely new. How did it go? 

What did you do?

Question 7
Describe a situation when you took initiative or a leadership role.

Question 8
What are your career goals? How do you envision [Company name] supporting you 

in achieving those?

Question 9
What’s one word you’d use to describe yourself?

The best talent deserves the best experience

These interview templates will give you the competitive edge needed to deliver the 

best possible candidate experience and make it easier to attract and retain talent.

Looking for some more help? Visit our Knowledge Base to learn more about 

Interview Guides overall.

https://success.jazzhr.com/hc/en-us/articles/223095287-Interview-Guides-Overview
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