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1. Introduction
Before starting interviewing candidates, the organisation has been notified from the previous step five candidates who have been shortlisted and have already been contacted for their interview on January 9, 2020. Furthermore, a panel of four people has been established. This section will be preparing the job interview, preparing an interview questionnaire, selecting the appropriate candidate by the panel and following ups. 
2. Preparing the job interview
After receiving the list of the five candidates shortlisted, this step will be determining the structure of the interview. A well- planned and well-documented interview will be successful if it is well structured. 
According to Collins dictionary, an interview is a simple meeting at which someone is asking questions to another with the purpose to discover if the answers are well qualified for a job. (Collins dictionary online, 2019).
2.1 Reviewing CV and cover letter
The panel should be set up two hours before the interview on the fixed date and time to get an idea of each candidate including his/her background and other necessary specifications.
2.2 Reviewing the job specification 
Each member of the panel established should have a look at the KSAOs (Knowledge, Skills, Attitudes and Other factors) listed in the person specification. (Morgan, 2017).
As interviewing candidates is one of the important processes to select people after everything has been done. It has multiple responsibilities in the person’s head.
[bookmark: _GoBack]The short-term objective here is to ensure that the candidates will have a good experience with the organization. Even if, in the end, they are not selected for the job. The long-term goal, on the other hand, is to sustain enduring relationships with the candidates so that, in the future, they will still be interested in applying for a position in the organization.
3. Interview- developing question  
Regarding to the importance of the vacancy, the application wanted by the organisation should prove a higher level of knowledge and how to deal with problems.
1
Five questions have been discussed and accepted for the coming interview in the position of Operations Manager written below:
1. Tell us about yourself and describe what is your management style and how are you going to ensure that operations are well organised and run efficiently. By operations, we mean line manage staff, the premises (office), projects, resources…
2. How do you manage stress among your team members and how do you handle conflict between team members?

3. Give an example of a tough decision you had to make?
4. What is your biggest management weakness?
5. Why should we hire you?

4. Quoting and selecting
Each member of the panel should have a quote sheet where they have to comment while candidates are answering questions. Such as:
4.1 Quotation sheet
Full name of Candidate	:
Name of Interviewer	:
Vacancy position		: 
Table of Answers
	
	1
	2
	3
	4
	5

	Q1
	
	
	
	
	

	Q2
	
	
	
	
	

	Q3
	
	
	
	
	

	Q4
	
	
	
	
	

	Q5
	
	
	
	
	



Comment:
However, the interviewer should have an overview on all aspects, confidences, experience, skills to have a good quotation.
4.2 Selection
2
In this stage, the organization and other members who participated in the process meet together to finally make a selection among the candidates who underwent the final interview.
5. Conclusion
Once selected, the lucky candidate should be announced within the panel and prepare for a feedback.





















3
