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	The University of

Southern Queensland


	Human Resources




	Recruitment & Selection – Interview Arrangements


	Position:  
	
	JobOpening No:  
	
	

	Section:
	
	

	Panel Members:  
	
	

	
	
	

	


The following applicants have been shortlisted, by consensus, and in accordance with the stated job requirements contained in the relevant position description.  Please arrange interviews (or teleinterviews) for the following applicants:

	NAMES (In Full)
PLEASE PRINT

Last Name

     First Name
	Interviews
	Human Resources Use Only

	
	Face to Face*
	Phone
	Home Phone
	Work Phone
	NOTES

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	


* There may be travel and accommodation costs to be met by your section for applicants attending interview from a distance.

Interview Requirements:  (Please Note:  Human Resources Staff require a minimum of 72 hours to organise interviews).

	Date:
	
	Time to Convene:
	

	Length of each interview:
	
	Time of First Interview:
	

	Venue:  (HR Completes)
	
	Length of Tea Break:
	

	Other Arrangements (eg Lunch Break?):  
	

	
	


Signatures of all Panel Members:   ___________________________________________________________

_________________________________________________________________________________________

(NB:  Human Resources Staff will not contact applicants until all panel members have signed this form agreeing on the date and time they are available).

	HR Office Use Only
	INTERVIEW SCHEDULE

(Pencil - suggested; Ink - confirmed)

	TIME
	INTERVIEWEE
	TIME
	INTERVIEWEE
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