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INSTRUCTIONS
Please type or print all information clearly. The interviewer should evaluate the
general qualifications of the applicant and make determinations as to the suitability to
perform the duties of this job. Records of the interview must be placed in the agency
personnel files.

Candidate’s Name ____________________________________________________ Position Applied For __________________________________
Area

Description

Appearance, Manner and
Bearing

Will applicant’s appearance, manner and bearing help or hinder him/her in this job? Will
applicant be impressive when speaking to other officers? Civic groups? Students? Minorities?
Does applicant appear to have the necessary command? Drive? Stamina?
Will applicant’s ability to express himself/herself be adequate for this job? Is applicant logical,
convincing, persuasive? Or does applicant ramble, or get confused, or talk vaguely?
Is applicant at ease, friendly and confident? Will applicant have the tact and adaptability
necessary to deal with public officials, irate taxpayers, co-workers, etc., under trying
conditions? Or would applicant tend to be submissive, overbearing or impatient?
Does applicant grasp ideas quickly, or does applicant appear to be slow to “catch on?” Do
applicant’s responses indicate he/she would be quick to understand the problems in this job or
would applicant understand only the very obvious?

Ability to Present Ideas
Social Adaptability

Alertness

Judgment

Comments

Will applicant consider all the facts before reaching a decision? Will applicant know when to
act and when to get more information before acting? Will applicant know when a situation
justifies departure from policy, and when it does not? Would you trust the applicant’s
judgment?

After evaluating the candidate on the above factors and other personal qualifications as well as the qualifications necessary to perform this job, would
Yes
No
you recommend him/her for appointment? (Check one)
State Reasons: ____________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________

Rater’s Signature

__________________________________________________________Date

_______________________________________________

