Interview Arrangements
The HR Recruitment Team will contact the selected candidates and invite them to attend your selection process, based upon the information you provide below. Please complete and email this form to your Recruitment Coordinator at least ten working days before the date of the interview. You should also ensure you have submitted your shortlisting scores online. 

	Vacancy reference number
	Vacancy title
	Department

	Date of interview


	Interview venue


	Interview duration

	Panel members

	Where should the candidate report? 
	Who should they report to?


	What time should the candidate report?
	Telephone contact number (not someone on the interview panel)

	Details of the selection process that will be relayed to the applicant

	Interview details
	

	Details of the Presentation (if appropriate)
E.g. subject, duration, audience, format, will the presentation be part of the interview or at another time/location?

	

	Details of Test (if appropriate)
E.g. will the test be part of the interview or take place before, is there any preparation expected prior to the interview?
	

	Any other information you would like to add?



	Candidate 1
	Interview Time
	Presentation Time

	Candidate 2
	Interview Time
	Presentation Time

	Candidate 3
	Interview Time
	Presentation Time

	Candidate 4


	Interview Time
	Presentation Time

	Reserve (shortlist should not ordinarily exceed 4)


	
	

	Who was responsible for shortlisting for the post?
	Authorised By
	Authorised date


If overseas candidates are to travel, please attach authorisation from the Dean


