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Interview Guide – Instructions  
· This interview guide has been developed to assist managers in conducting a valid interview where candidates are asked appropriate questions that are consistent with our Purpose Narrative and the job’s requirements, in order to aid the selection of the right person for the job.
· The structure of this interview guide has been designed to reflect the interview process. By following these steps, managers will be confident the interview has been fair and equitable for all candidates. 
· Throughout this document:
· Headings and italics include information such as useful hints and tips that have been prepared for the manager’s information only. These items must not be shared with the candidate.
· Light grey boxes require additional input from the manager. It is important that a manager completes these details prior to the interview.
· Interview questions are editable, however the manager should discuss with HR prior to editing these interview questions.
· All other text within this document can be shared with the candidate to aid the flow of the interview. 
· This interview guide has been designed to reduce the risk of unconscious bias during the interview process. Unconscious biases are stereotypes about certain groups of people that individuals form outside their own conscious awareness. Everyone holds unconscious beliefs about various social and identity groups. Sometimes, unconscious bias can impact our decision-making and influence the hiring process. Visit Sims U for additional Unconscious Bias information. 



INTERVIEW GUIDE

	Candidate Name:
	Insert Here                                      
	Position:
	Insert Here

	Candidate is:   
	|_| Internal 
	|_| External  
	[bookmark: Text1]|_| Other (Please Specify)

	Date:
	Insert Here                                       
	Time:
	Insert Here

	Interviewer(s):  
	Insert Here




1. ESTABLISH RAPPORT
Interviews are often stressful. Actions that help the candidate to relax will improve the effectiveness of the interview. Questions may include “how are you”, “how was your travel to our site/office,” etc. 
Offering a glass of water or similar may also help to put the candidate at ease. 
Be aware of the requirements of the EEO policy when asking questions (these policies are region-specific so contact HR if you’re not familiar with your region’s). In general, you should not ask questions about family status (marital, children/care giving), age, race, ethnicity, or sexual orientation.

2. OUTLINE TODAY’S PROCESS 
· Today’s interview time will be approximately (i.e., 45 minutes) Insert Here
· Today’s interview will include the following steps:


3. BACKGROUND ON COMPANY / EMPLOYEE VALUE PROPOSITION
Determine whether the candidate is familiar with Sims. This is a good opportunity to determine the preparedness of the candidate. Motivated candidates will have generally completed some preliminary research on the company. The script below provides an overview overview of the Company, and some of the Company’s unique selling points, if the candidate is unfamiliar with Sims:
Sims was established over 100 years ago in Australia and has become a global leader in metal and electronics recycling and an emerging leader in the renewable energy industry. With more than 200 facilities and operations in 15 countries, Sims Limited plays an integral role in the circular economy by making resources available for future use. 

Our purpose, create a world without waste to preserve our planet, is what drives us to constantly innovate and offer new solutions in the circular economy for consumers, businesses, governments, and communities around the world. 







4. DISCUSS THE JOB DESCRIPTION IN DETAIL WITH THE CANDIDATE

Provide the candidate with an overview of the role, including context on the key responsibilities and how this person will work within the team. This is helpful to do at the start of an interview while your candidate is settling into the interview setting, and it will help them picture themselves in the role, priming them to think of examples they can share as you start asking them questions in the next part of the interview. 

Examples of what you can cover in this section: 

· What are the main responsibilities of the role? 
· Who does the role report to? 
· How does this role fit into the team / how is the team structured? 
· What does a typical day/week look like in the role? 
· What Development Opportunities are available? 
· What Benefits are available (if applicable)? 


5. CANDIDATE BACKGROUND 
Ask the candidate to take you through their relevant work experience, detailing key responsibilities for each position, and the reasons that they left.  
Insert Any Notes Here

Ask the candidate why they applied for this position and the reason they are interested in working for Sims.

Insert Any Notes Here



6. INTERVIEW QUESTIONS 
Remember, this is your opportunity to learn about the candidate. When asking interview questions, please consider the 80:20 rule, i.e., the candidate should do at least 80% of the talking and the interviewer should limit themselves to 20% or less.  
The questions below are designed to align with our Competency framework. You are able to edit these questions to ensure they best reflect the position’s requirements. Items within parenthesis contain secondary questions to aid follow up of any key areas of discussions. It is recommended that you take notes during interviews, ask each candidate the same questions, and be self-aware of the judgments you place onto others.    

[bookmark: Text42]Q1. Competency: Agility & Resilience. Can you tell me about a setback you have faced when trying to achieve an important task/project? (How did you overcome it? If you could go back and do it again, what would you do differently?)
You are looking for the candidate to demonstrate they are able to achieve positive outcomes in a changing environment and maintain a positive attitude under pressure, seeking growth after a setback. 

Insert Response Here









[bookmark: Text43]Q2. Competency: Emotional Intelligence. Can you tell me about a time you disagreed with a colleague on how to go about a work task? (How did you manage the situation? How do you typically manage conflict at work?) 
In this response, you want to gain insight to the candidate’s self-awareness and ability to perceive, use, understand, manage, and handle emotions. 

Insert Response Here







[bookmark: Text44]Q3. Competency: Quality, Innovation & Continuous Improvement. Can you give me an example of a time you identified a better way of doing things at work? (How did you go about influencing the team to implement your idea? What was the result?) 
Responses to this question demonstrate the candidate’s ability to make existing processes or systems better. 

Insert Response Here








[bookmark: Text45]Q4. Competency: Work Execution, Productivity & Technical Skills. Can you tell me about a time when you were going to need to compromise safety (or quality) to achieve a task/project by the deadline? (What did you do? Is there anything you would do differently next time?) 
With this question, you want the candidate to demonstrate they have the knowledge, expertise and skills required to perform the job, and are able to apply these in their day-to-day duties.

Insert Response Here








Q5. Job-specific Question: [Insert Question]


Insert Here






Q6. Job-specific Question: [Insert Question]


Insert Here




Q9+. Technical Question(s) (if hiring for Manager Role). 
These sample questions are intended to elicit the candidate’s experience regarding staff development and other managerial skills to find out how the candidate has dealt with developing, managing, and coaching employees who had reported to them in the past. If the candidate has not yet been a manager, rephrase the questions so that they can answer them as to what they would do if given this manager role.

· During your time as manager, how did you identify areas of improvement for an employee(s) who reported to you? What did you do to develop that employee? 
· Tell me about a time when you organized, managed, and motivated others on a complex task from beginning to end.
· What is the most significant contribution you have made to team cohesiveness?
· What is the most significant contribution you have made to unifying a department, division, plant, or so forth?
Answer Insert Response Here





7. DOES THE CANDIDATE HAVE QUESTIONS?

Insert Here






8. RECRUITMENT PROCESS
Interviews are being conducted Insert Timeframe, and we are hoping to get back to candidates by Insert Timeframe. We will be discussing the results of today’s meeting with the appropriate Managers. If successful during this process, we will require you to participate in several Pre or Post employment screenings, which may include [Insert Here - for example, physical examination, and/or a drug and/or alcohol assessment, and/or a background check and/or a criminal check and/or a work rights check.] Are you comfortable with this? 





10. CONCLUSION

Thank you for your time today. We appreciate the opportunity to discuss this position with you. If you have any additional questions, please feel free to contact me. As previously mentioned we will be in contact by Insert Timeframe to provide you with an update on your status in the selection process.


  


Selection Assessment Template

	Candidate Name:
	[bookmark: Text2]     
	Location:
	[bookmark: Text5]     

	Interviewer:
	[bookmark: Text3]     
	Interview Date:
	[bookmark: Text6]     

	Position Title:
	[bookmark: Text4]     

	Complete this form after each interview.  Only rate those items that relate to position’s requirements.




	Categories/Competencies
	Above Average
	Meets Requirements
	Below Minimum
	Not Relevant

	Knowledge and Understanding of Sims 
	|_|
	|_|
	|_|
	|_|

	Agility & Resilience
	|_|
	|_|
	|_|
	|_|

	Emotional Intelligence
	|_|
	|_|
	|_|
	|_|

	Quality, Innovation & Continuous Improvement
	|_|
	|_|
	|_|
	|_|

	Work Execution, Productivity & Technical Skills
	|_|
	|_|
	|_|
	|_|

	Technical Skill - 
	|_|
	|_|
	|_|
	|_|

	Technical Skill - 
	|_|
	|_|
	|_|
	|_|

	[Other]
	|_|
	|_|
	|_|
	|_|

	[Other]
	|_|
	|_|
	|_|
	|_|

	[Other]
	|_|
	|_|
	|_|
	|_|





	Recommendation:
	|_| Recommend For Hire
	|_| Do Not Recommend for Hire
	|_| No Decision Yet







	Please provide your overall opinion of candidate and any additional comments on any on the above areas.

	
[bookmark: Text7]     









	Sign Off

	
	
	[bookmark: Text40]     
	
	[bookmark: Text41]     

	Interviewer's Signature
	
	Title
	
	Date


[bookmark: _Appendix_8_–]
We will share some further information about Sims as a company, and the position that you have applied for.


I will ask questions to get to learn more about your background, experience and skill set, to determine how you could fit into the role.


You will have an opportunity to ask any questions you have for us.
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