
Interview with Jane Smith

For the Position of _______________________

Month, Day, Year

Agenda

I. Introductions

II. Discussion of Position Requirements and Expectations

III. Review and Discussion of Jane Smith’s Relevant Experience

IV. Review and Discussion of Jane Smith’s Non-Work Attributes

V. Summary of Why Jane Smith is Appropriate for the Position

VI. Follow Up and Next Steps

VII. Conclusion

Additional Questions:

How do the efforts of the department impact the primary goals and objectives of the organization?

Handouts:

Jane Smith’s Credentials Package:

· Cover Letter

· Summary of Qualifications

· Resume

· References 

· Personal Profile


